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L. TRAVEL MANAGER WEB LOGON PROCEDURE
This section contains the logon procedures to access Travel Manager via the Web.

Travel Manager has two logon procedures. The first procedure (B) is used the first time an
approved user logs in to Travel Manager. A password and signature PIN must be set initially.

The second procedure (C) is used for all established logons.

Subsection D provides instructions for MAC system logon.

NOTE:

Travel Manager 8.0 meets all of the American Disabilities Act (ADA) compliance rules
established by the government. Navigation through the software can be done using the tab and
enter keys. When navigating using only the mouse, the user must click outside the given drop
down area for actions to be processed. Never use the web browser’s navigation tools.

RFO Help Desk

Help Desk: 301-286-4100 or 6-4100
E-Mail: RFOHelpDesk@listserv.gsfc.nasa.gov

12/23/02 TM V2.0 1
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A. WEB LOGON PROCEDURE

1. Launch your Internet browser. (Mac users see subsection D)

Use URL: http://travelmanager.gsfc.nasa.gov. The Goddard Travel Manager 8.0 home page is
displayed.

2. Click the Click Here link to access Travel Manager.

3. The GELCO Travel Manager 8.0 logon screen will display. (This site can be
bookmarked.)

Feleo
Infarmatian -eﬂm:lr?‘

User Mams

Pas=word

Use Conditional on Acceptance
of Privacy Act Motice belaw

NOTE:

To find your Travel Manager User Name go to the Travel Manager website at:
http://travelmanager.gsfc.nasa.gov/. Click the Find Login ID link on the left side
of the page. Type your full name in the window. Click on the Search button. In
the Search Results window, click on your name. Your X.500 identity screen is
displayed. Select and copy your X.500 Unique Identifier, then paste it in the Travel
Manager User Name field.

4. Login will default to the Doc Prep module in the drop down list in the menu bar under
modules. The preparer should always verify that Doc Prep is selected.

12/23/02 TM V2.0 2
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=l
BocBran
FooutedR awiaw

Budget

Lo Prep

NOTE:

A user has three attempts to successfully log into Travel Manager. If you fail, contact the
Help Desk to have your password reset. Passwords expire every 60 days. Travel
Manager has a 60-minute timeout. If you leave your system idle for more than 60 minutes,
your system will time out and you will have to log back into Travel Manager.

B. First Time User Logon Procedure

1. Enter your X.500 Unique Identifier in the User Name field.

2. Press [Tab] to advance, or click in the Password field and enter newtravl (all one word,
all lowercase). Click LOGIN.

3. A Message box will appear. Click OK.

Microsoft Internet Explorer x| ‘

& Mew User - Please enter a password now,

4. The Set Password screen will appear.

Set Password
Quick Tip For this page you can:
% Fazawards are case sensitive!
Save | Fasaword Change

Close | without Saving

Current Password @ ||

Hew Password i@ I

werify Password @ |

a. Type the default password of “newtravl” in the Current Password field and press
[Tab].

b. Enter a unique password in the New Password field and press [Tab].

c. Re-enter the unique password in the Verify Password field and click SAVE.

12/23/02 TM V2.0 3
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NOTE:

Passwords are Case Sensitive. They must be 8-16 characters in length. Passwords must
include a number. Passwords expire every 60 days. An old password may be reused.
Travel Manager will only remember the latest password used, it does not keep a detailed
history of previously used passwords.

Keep your Password CONFIDENTIAL!!!

5. The Set Signature PIN screen will display.

Set Signature PIN
% Quick Tip For this page you can:

The Signature PIM iz ¢azse sensitive!

Fave | Signature PIN Change

Mevwr Signature PIN || Close | without 5 aving

Werify Signature PN |

a.  Enter the New Signature PIN value in the New Signature PIN field and press
[Tab].

b. Re-enter the New Signature PIN in the Verify Signature PIN field.

c. Click SAVE. The Travel Manager Start page is displayed.

NOTE:

Signature PINSs are case sensitive. They must be 8-16 characters in length. PINs must
include a number. Your Signature PIN and Password can be the same.

Keep your Signature PIN CONFIDENTIAL!!!

12/23/02 TM V2.0 4
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C. AN ESTABLISHED USER LOGON PROCEDURE

The following login procedure is used for subsequent logins once your initial login process
has been completed.

Uzer Name

Password

Tra el Managerf&l]

Uze Conditional on Acceptance
of Privacy Act Motice below

Cancel

1. Enter the appropriate User Name (Login ID = X.500 Unique Identifier).

2. [Tab] to the Password field and enter the appropriate Password.

3. Click LOGIN. The Travel Manager Start page will display.

12/23/02 TM V2.0 5
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D. SPECIAL INSTRUCTIONS FOR MAC USERS

1.

The Travel Manager Login screen is displayed.

Uzer Name

Password

Tra el Managerf&l]

Uze Conditional on Acceptance
of Privacy Act Motice below

Cancel

Enter your User name and Password. Make sure Doc Prep is displayed in the pop-up
list.

Click the Login button. This is a required step but will not log you in.
Click into the Password field again.

Press the Return key on your keyboard

12/23/02 TM V2.0
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I1. WEB WINDOW OVERVIEW

This overview introduces the user to Travel Manager on the Web. Menu
locations, link identification and common buttons are addressed.

CGelgp o Poerdbg
Infarmiation Network

“Travel Manager®s.0

Document Preparation

User:

Brian Miller
Traveler:

[ Creste a Mew Document
[ Open Existing Documerit
[z Review Documents

[ Delete Documents

[ Copy Document

[ Impott Documents

| &1 Done Lol Local intranet

NOTE:

Do not use the browser navigation buttons. Use the TM software navigation buttons
located in the For This Document You Can: box located on the upper right side of the
screen page.

Several screens in Travel Manager require that you click outside the field to refresh the
screen and add the data to a field.

12/23/02 TM V2.0 7
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A. DOCUMENT TOOLBAR

The Document Toolbar, located on the left side of the page, contains links that perform specific
Travel Manager actions.

Create A New Document — Used for creating new documents such as Authorizations,
Amendments, Local Vouchers, and Vouchers from Authorizations.

Open Existing Document — This function is used to check the status of an existing Travel
Authorization or Voucher and/or review, and edit previously created documents.

Review Documents — This function is used as a “queue” for Reviewer/Approvers who have
documents routed to them. Preparers can find documents that have been sent back by an
approving official for correction. Also, preparers, can access documents that have been
created but haven’t been signed.

Delete Documents — This function is used to delete travel documents due to error or
cancellation of a trip prior to being signed and routed. Contact the Help Desk to delete a
document once it has been signed and routed.

Copy Document — This function is used to copy a document already created by a user or
another Preparer. The feature is most commonly used for multiple travelers going to the

same location for the same purpose.

Import Documents — This link is not functional.

12/23/02 TM V2.0 8
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B.

MENU TOOLBAR

The Menu Toolbar, located on top of the window, contains links that perform specific
Travel Manager actions.

Setup- This function allows the user to review some of the administration tables and
functions that can be executed on the web. The most commonly used feature is found
under the Admin Tab where a user can Remove Edit Locks from documents change a
user’s password or signature PIN. Another tool found under this tab can be found by
accessing the Rates button. Here, a user can research per diem rates for foreign and
domestic travel.

Reports- This function allows a user to access several types of reports, each with its own
selection criteria. The reports are designed to provide travel activity information for a
traveler or a group of travelers. They also can aid managers in monitoring and controlling
travel within an organization.

Logout- This function is used to properly exit the Travel Manager system. When a user is
finished using the software, the logout button will exit the user to the main login page.

Help- The Help section describes document creation and defines the system icons used in
the application.

12/23/02 TM V2.0
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C. PAGE ELEMENTS

1. The User: name is displayed in the top left corner of the page, on the document toolbar.
The name is either the traveler, if the traveler prepares his/her own travel document or the
Preparer’s name.

2. A Quick Tip area displays information to help the user select or enter the appropriate
data on the page. This area is located at the top middle of the page.

Quick Tip
Tozelect a trawaler, click on the 55H or Travelar Hame lookup button.

3. A For this Document you can: area is included on all pages, located in the top right
corner. It contains buttons that are appropriate to the processing of the page. For
example, on the New Document page, once all the rei uired information has been

entered, a new document can be created by using the
DO NOT USE thel_#8dT=veler [ ¢ Travel Manager button, the system administer will

be responsible for adding all new users. Also, DO NOT USE the _#uto ame | this
Document button. The Agency has established a document naming convention
explained later in this section.

For this Document you can:

DO NOT P Add Traweler It-:- Travel Manager
USE > Auto Mame |thi5 Document

Creste Ithis Drocument

4. When a document has been created he Traveler’s name and document name are also
displayed in the top left corner below the Traveler: name.

this Document button.

Setup Reports  Logout Help Document Preparation

sz Ticketed Transportation for Travel Authorization

Wendy Preparer Quick Tip For this Document you can:
Traveler: To enter ticket information, click Add. Freviously entered ticket information can be edited (Pencil icon) or deleted (X icon). add | Ticket
Tommy Traveler Back | _cortirue |
[ Trawel Authorization: _I

Z2-ROANZ-ZEAL

Ticket Ho

= Document Summany ﬁ b4 See Itinerany 1 03/26/02 AlR 350,00 no

= Traveler %

= Itinerary

} Ticketed Trans

5. Some of the commonly used icons for editing a document are the Update icon ,

which is used to edit a record, and the Delete icon , which is used to delete a
record.
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III. TRAVEL AUTHORIZATION

This section describes the process required to create a travel authorization once you have
signed on.

A. CREATE THE AUTHORIZATION

1. Click the Create a New Document link on the Document Toolbar on the left side of
the page. The New Document page is displayed.

Setup Reports Logout Help Document Preparation

User: New Document
Preparer One Quick Tip For this Document you can:
Traveler: To select & traveler, click on the EID or Travelsr Name lookup button.
= Add Traveler Jto Travel Manager
Document Type @ Autharization - Auto Name  |this Document
Create a New Document Hame @I
Document EID ©|— Create |this Document

[» Open Existing Document [k
Traveler Hame E|<
[» Rewigwe Documents:

[ Delete Documents

[ Copy Document

[» Import Documents

2. Select Authorization from the Document Type drop down list.

Authorization ;I

dAutharization

Waucher

Local Woucher
Amendment

“Woucher from Authorization

3. Click in the Document Name field and enter a name consisting of the Center ID
(always the number 51 for NASA GSFC), hyphen (-), preparer’s Org Code
(organizations must use 3-digits. Example: 156. Date of departure (example: 07-16
(MM-DD) use a hyphen ‘- to separate the month and day rather than a slash ‘/’), and
the State or Country traveling to (example: AL for Alabama). Up to 15 characters
can be entered. Example of document naming sequence: 51-156 07-16AL.

Setup  Reports Logout  Help Document Preparation
e New Document
Kathi Traveler Quick Tip For this Document you can:
Traveler: % To select a traveler, click on the EID or Traveler Name lookup button.
Add Trawveler |to Travel Manager
Document Type@lAuthorization ;I St Hame Ithis Document

» Create a Hew

Document Mame i@ |1D- CFA0Z-01CA

Document Crezte | this Document
[ Open Existing Document ssN@l El‘
[> Review Documents Trawveler Name E) Jid|

4. The SSN Lookup or Traveler Name Lookup icon can be clicked to retrieve the
SSN of the desired traveler. If known, the Traveler’s Social Security Number can be
entered into the SSN field.
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5. Click the Traveler Name Lookup icon. The Enter Search Criteria page is
displayed. Enter part or the traveler’s entire last name.

Setup Reports Logout Help

Last Hame I Search
Preparer One
Traveler:
Search Results
Create a New Search Results Prev 20 Hext 20
Document D
[> Open Existing Document Eight Preparer 000-PP-0005
Eigghit Student 000-TR-0005
[ Review Documents Eighteen Preparer 000-PP-0018
[» Delete Documents Eighteen Student 000-TR-0015
Eleven Preparer 000-PP-0011
[> Copy Document Eleven Studdert 000-TR-0011
[ Import Documents Fifteen Preparer Q00-PP-0015
Fifteen Studernt 000-TR-0015
Five Preparer 000-PP-0005
Five Student 000-TR-0005
Four Preparer 000-PP-0004
Four Student 000-TR-0004
Fourteen Preparer 000-PP-0014
Fourteen Student 000-TR-0014
Mine Preparer 000-PP-0009
hline: Stucent 000-TR-0009
Mineteen Preparer Qoo-PP-0019
hineteen Student 000-TR-0019
One Preparer 000-PP-0001
Cne Stucent 000-TR-0001

Document Preparation

6. Click the button to the right of the Last Name field. All traveler names
beginning with the letters entered that are available to the Preparer are displayed.

7. Click the Next 20 and/or Prev 20 links, in the Search Results area on the right, to
scroll through the list of names.

Setup  Reports  Logout  Help Document Preparation

User: Enter Search Criteria
Last Hame Ione Search

Cancel |

Preparer One

Traveler:
Search Results Click on an entry to selec
» Create a Hew Search Results Prev 20 Hext 20
Document o]
[ Open Existing Documert One Freparer 000-PP-0001

One Student 000-TR-0001

[» Review Documerts

8. Click the SSN link to the right of the desired traveler’s name. The New Document

page is refreshed and displayed with the selected traveler’s SSN and Traveler Name
fields filled.

Setup Reports Logout  Help

User: New Document
Kathi Traweler Quick Tip For this Document you can:
Traveler: Tozelect a traveler, click on the EID or Traveler Name lookup button.

Document Preparation

Add Traeeler |to Travel Manager

Document Type@l Autharization ;I T Ithis Bocumant
b Create a New Document Name @ [10-CFADS-01CA
Document Create Ithis Document
|} Open Existing Document SSN®|254‘53'754\9 El"
[ Rewiew Dacuments Traveler Name  Traveler, Kathi Elq

[# Delete Documents
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B.

9. Click the Create this Document button in the For this Document You Can:
area in the top right. The Itinerary Information page is displayed.

ITINERARY
This section describes the process for completing the traveler’s itinerary. The red buttons
displayed on the Itinerary Information page denote required fields.

Itinerary Information for ~
Quick Tip

For this Document you can:

The Begin Travel and End Travel fields must be completed before a per diem location can be added. Remember to sawve your
itinerans before continuing. &I Itinerany
Eack | Cortinue |

Trip Information

Auth Date [08/02/2002

Trawel Authorization Nurmber
[mmtddipey)

Furpoze I k ;I Type Iﬁ'

Description ;I Trip No 1
-
4 »

Departure and Return Information

Eegin Trawvel D I Depkrt | Depart Selection I vl

(mmiddiyyypy]

End Travel gy I Returr) | Return Selection I vl

(mmiddiyyypy]

Trip Duration IMuItipIe days - I

Cormmerts
I;I

Per Diem Locations

Add Location I

I_ Replace ALL lodging and M&IE irformation on this document.

1. Select a purpose for travel from the Purpose pull down list.

TRAIMING -

COMFEREMCE ATTENDARNCE
MEETIMG

OTHER i(zee below)
FRESENTATION

SITE WISIT

ull;

2. Additional space is available in the Description box to provide more information about
the trip’s purpose.

3. Select the trip Type from the pull down list.

13
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SINGLE -

EXTENDED Thvd
Lo

LOAENO COSTY
NO COST

4. To enter the Begin Travel and End Travel dates, click the Calendar icon to
select the appropriate dates. Click on the desired date in the calendar and the field will
automatically be filled with the selected date.

5. Select the Depart Selection and Return Selection locations listed in the pull down lists.

Depart Selection ﬂ

Return Selection |RES: POTOMAC . WD

NOTE:

If the traveler is departing or returning to locations other than what is in the drop down
list you can type the location in the fields provided after the Begin and End travel date

fields.

5. From the Trip Duration drop down list select the trip duration. Multiple Days will
default for any trip greater than 2 days.

Multiple days |5

12 hours or Less
12-24 hrz no lodging
12-24 hrs with lodging

6. Click the Preset button to the right of the Comments field. The default
comments will display in the Comments field.

NOTE:

Click the Preset button, to the right of the Comments box, before typing other
comments. All comments will be erased and replaced with the preset comments when the

button 1s clicked.

7. Enter any additional comments necessary after the preset comment are entered in order
to alert reviewers or approvers of any special conditions that may require approval or

justification.

14
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Itinerary Information for

For this Document you can:

Quick Tip
The Begin Travel and End Travel fields must be completed befare a per diem location can be added. Remember to save your
_save | Htinerans

itinerary befare continuing
Back | continue |

Trip Information

Trawel Authorization Number Auth Date [0Bm22002

[mmddadippy)

Purpose | =1 Type | vl

Description 7| Trip Mo 1
-
4 3

Departure and Return Information

Begin Travel gy [ogromz Depart [RES:, Dapart Selaction IRES:. =

[mmiddd yyyy]
End Travel @ [oormmr - ==
nd Travel @ [osnzoz Return  [RES: Return Selection |RES.. =

Trip Durstion IMuItlpIe days = |

Commerts =
I_l T r—
4 - Preset
Per Diem Locations

l_ Replace ALL lodging and M&IE information on this docurment. Add Location I

9. Click the Add Location | 4dd Locstion Ibutton, in the Per Diem Locations area at the
bottom of the page, to add a location. The Add Per Diem Location to Trip page is
displayed.

ADD PER DIEM LOCATION TO AUTHORIZATION DOCUMENT

After entering the trip itinerary, the per diem information is required. This section provides
the steps necessary for adding the per diem location to the travel request.

Add Per Diem Location to Trip

For this Document you can:

Quick Tip
Type the per diem location and click the Per Diem Location button.
Save I Location

Arrival Dete @ [087102002

[ Close |witheut Savin ]

g Location
Departurs Date @ [08A2/2002
[mmi dedfppyy]
Per Diem Location @ |0l| Search Lookup

Unlisted Location |

Select Unlisted
State

Select Per Diem I l
Location =

\

1. Click in the Per Diem Location field and type the first few characters of the temporary
duty location, (for example: orl for Orlando, FL).

15
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NOTE:

When entering a city name in the Per Diem Location Field, you can type part of the city
name or the whole city name to retrieve a location. Do not include the state.

2. Click the Search link beside the Per Diem field. The Per Diem Location field will be
filled in with the first location that meets your search criteria.

Add Per Diem Location to Trip

Quick Tip For this Document you can:
Type the perdiem location and clidethe Per Diem Location button.
Save | | geation

Arrival Date @ |09.r10r2002

[mmddd fyyuy] Close Iwithout Savin i

g Loecation
Departure Date @ IDQI12.|‘2002
[mmddediyyyy]
Per Dier Location @ |DRLANDD.FL Search Lookup

Unlisted Locstion
Select Unlisted
State

Select Per Dierm
Location

CORLANDO NAWAL & MC RESERVE CTR,FL
ORLANDO NAWAL AR WARFARE CTR.FL
CORLAMNDO NAWAL RESEARCH LABFL

3. Ifyour search produced another location, click on the Select Per Diem Location pull
down list to be sure to select the location from the correct State or Country. The
location name entered may be in more than one state or country or more than one
location may begin with the same value.

4. 1If additional locations are required for the trip, repeat above steps. Be sure to change the
departure dates for each location as it is added on the Add Per Diem Location Page.

NOTE:

The Lookup link can be used to search by state or country. When using the lookup
option, the user will select the state or country first, than click somewhere on the page to
refresh, and register the location. After selecting the city, the user again will click
somewhere on the page to register the desired city.

6. Click the Itinerary button in the For This Document You Can: area in the top
right. This will save the document to the database. The Itinerary page is redisplayed.
Click the Traveler link on the Document Toolbar on the left side of the page. The
Update Traveler Information page is displayed.
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D. TRAVELER INFORMATION

In this section, you will learn how to update the Traveler’s personal data, which affects the
document routing sequence and funding. If a different organization funds the trip, see the
example of a Changed Traveler’s Organization is located in the Appendix.

Update Trawveler Information for

Quick Tip For this Document you can:
To apply traveler information ch to all . select Apply Changes Globally.

™ apply Changes Globally

ﬁl Frofile Changes

ﬁl without Saving Frofile Changes
. "

raveler's Personal Data

Fersonal Information

=tion
ssN @ 254557548 Present Station  [Greenbelt, WD

Sponsor S5H Organization 10
Hame Frinted Org [0
Last Name @ [Traveler
Title/Rank  [Electronic Engineer
First Name @ [iathi hhiddie initial |
Charge Card  [CARD HOLDER |
Gender [ M =
Routing List  10-Kathi
N

There are five (6) Traveler data areas on the Update Traveler Information page. Only
the Traveler’s Personal Data and the Agency Defined Miscellaneous Data areas are
covered here.

The Traveler’s organization affects the routing for this document. If a different
organization is funding the trip, the organization value must be changed on the
document when it is created.

1. Select the correct routing list from the Routing List pull down. Only the routing lists of
the organization selected are available.

Routing List

2. The Charge Card field must display the charge card status of the Traveler.

INFREQUENT TRAVELER |

CARD HOLDER

FIXED ADWANCEMAY
(INFREQUEHNT TRAMELER
MOT AUTHORIZED
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3. Scroll to the bottom of the page to the Agency Defined Miscellaneous Data area.

Agency Defined Miscellaneous Data

ge  Duty Station  Account Information  Trawel Preferences

Prepared By |ru1 any x2345

Location |TAil#

ExemptNonExemp IExempt

Docurnent Humber ITA‘LIll‘#

vio |

Mize-1 ICHECK DIGIT #

4. Enter the name and phone number of the person preparing the authorization in the
Prepared By field. This is a required field.

5. The Exempt/NonExempt field is pre-filled with the Traveler’s exemption status loaded
from the NASA Personnel Payroll System (NPPS).

6. The Document Number field will remain blank.

7. The Vendor Identification (VID) number field is used by the Centralized Travel Office
(CTO) at JSC.

8. The Misc-1 field is completed with the traveler’s four-digit employee number.

9. Scroll to the top of the page.

NOTE:

If the Apply Changes Globally checkbox in the For This Document You Can: area is
left unchecked, the Traveler Information changes will be applied to the Traveler’s
current document only (recommended). If checked, the changes will be permanently
applied to the Traveler’s record.

10. Click the Profile Changes button in the For This Document You Can: area in
the top right. The Document Summary page is displayed.
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Wsze Document Summary for Authorization
\athi Traveler Quick Tip For this Document you can:
Traveler: Forspecific infarmation, clisk on a Details link. You san sign and stamp your dosument from the Document Status section
o 524 | pasument
D Tl Travel Authorization Number
: Conti .
[ fusthorization: Traveler Detsils 264-68-7548 , Hathi Traveler S | Entering Dosument
10-CFAQS-10FL
T P —
Document Sumima Purpose Description
= Traveler ftinersry Detsils QRLAMDO,FL 09/10/02 - 09/12/02
- Hinerary Ticketed Trans Detsils $0.00
7 Vi TiES ISERENEEIEF 2 pense Summary
= Expenses Guick Expenze [ Date Ex

= Lodging/M&IE

= Accounting
Lodaina/MAIE Detsilz $0.00

Other Authorizations Detzils

= Totals

= Comments B — .
; A
© Document Status P e Accounting Summary
= Perfarm Pre-Audits
10-02-AA20 0.00

Total:j0.00

otals Summary

= Preview Document [

= Export Dacument
Totzls Detsils

= Close Document

Estimated Cost
|Advance Requestad

Erter Commerts
Enter Status/PIN to stamp this document

Stamp and Route

Remaris

TICKETED TRANSPORTATION

In this section you will learn the process to add ticket information to the Authorization.

1. Click on the Ticketed Trans on the Document toolbar on the left side of the page. The
Ticketed Transportation page is displayed.

Setup  Reports  Logout  Help Document Preparation

Wi Ticketed Transportation for Authorization __ _ . __ _

For this Document you can:

Kathi Travelar Quick Tip
Traveler: To enter ticket information, click Add. Previously entered ticket information can be edited (Pencil icon) or
deleted (% icon). T
Kathi Traveler ;
Back | conti |
[ Authorization: il SPre
10-CFADS-10FL - -

Ticket Ho Dep Date wpe Cod Arrive CR cCL Tax

« Document Summany
= Traveler

= ltineran

* Ticketed Trans

= Expenzes

= Lodging/M&IE

2. Click on the Ticket button, in the For This Document You Can: area in the top
right, to enter ticket information. The Add Ticket Information page is displayed.
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Setup Reports Logout Help Nnruiment Prenaratinn

P

User: : : o
Add Ticket Information for

Kathi Travalar Quick Tip For this Document you can:

Traveler: To enter departure and armival aitports, click the Depart Fram and Arrive At lookup buttons 5
Use Foreign Caloulstor
Kathi Traveler Type IAIR - Ticket Value [0.00 b
[ Autharization: - Lockup Credit Card Expenses
10-CFADS-10FL Ticket Ho |See Itineran 1
Dep Date [00/1072002 Description [COMMERCIAL AIR M Current Ticket
« Document Summary o e
= Traveler Carrier | ‘[SS‘:;FE‘E] Close | without $aving Updates
MM ey
» ltinerany Ticket Date [08/06/2002
[mmeddlyppyy] n
+ Ticketed Trans Cost Options
= Expenses Depart Fram | [Eh © Reimbursable
« Lodging/M&IE aerive At | El O Taxable
0 AEEEIY) Cantract Fare [0.00 Clzss Expense Lo caciee
» Totals Category
Coniract Carrier | Confirmation Mo - -

o TRAVELER =

Comments Cost I—D.DD Method I _I
= Document Statuz Vendor m
« Perform Pre-Audits |

3. Select the mode of transportation from the Type pull down list. AIR is the default.

AlR -
AlR

Bus
GRIR
MCA
FOAR
Rall
SHIP

4. Press [Tab] to move to the Ticket Value field. Enter estimated cost of mode of
transportation.

NOTE:

Do not use a dollar sign ($) when entering costs in any of the Travel Manager’s cost field.
If you do add a dollar sign, the system will not accept the character, and you cannot move
on.

5. Press [Tab]. The system will automatically copy the Ticket Value to the Cost field
after pressing [Tab].

6. The Ticket No: field is automatically filled with “See Itinerary 1”. It is a note to the
traveler to refer to the detailed itinerary from the Travel Agent.

7. Review the yellow Cost Options box on the right. Note the following.

Cost Options
¥ Reimbursable
1 Taxable

Expense
Category

Pmt
Method ITHAVELEF! l
Vendor I[None] vl

COM CARRIER

a. The Reimbursable check box is checked by default.
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b. TRAVELER is the default reimbursable PMT Method. If any other payment type
is selected, the expense cost will not be reimbursed to the traveler.

TRAVELER
IN-KIND
GOVCE
PAYMENT REEVIBURSABLE EXPLANATION
METHOD EEDRED
|
Traveler Yes Reimbursable to Traveler.
Central billed
Charge card Not Reimbursable to Traveler. Paid
(CBA) No by Government.
Not Reimbursable to Traveler.
Provided at No Cost to
In-Kind No Government.
Allows for electronic funds transfer
to charge card vendor on behalf of
GOVCC Yes the traveler. The Agency is not
currently using this feature. TBD

NOTE:

All remaining fields on the Add Ticket Information page are optional with the exception
of the Class field if the Traveler is using a First Class or Business ticket.

8. Click the Current Ticket button in the For This Document You Can: area in

the top right. The Ticketed Transportation page is displayed showing the added

record.
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Setup  Reports

User:

Logout  Help

Document Preparation

Ticketed Transportation for Authorization
Quick Tip

To enter ticket information, click Add. Previously entered ticket information can be edited (Pencil icon) or deleted (X icon).

For this Document you can:

Kathi Traveler
Traveler:

A9 | Tigkat

Back Continue

Kathi Traveler
[ Authorization
10-CFADS-10FL

Ticket No
© Beammaes Sy V3 See Hinerary 1 noMoi0z IR 450,00 ne
+ Traveler
+ itinerary

9. If additional ticket records are required, click the Ticket button in the For The
Document You Can: area in the top right, and repeat the Ticketed Transportation
process.

a. Click the Update icon L] to edit Ticketed Transportation records for
necessary changes.

b. Click the Delete icon to delete Ticketed Transportation records

10. Click the button in the For This Document You Can: area in the top right.
The Expense Entry page is displayed.

F. EXPENSES

This section discusses the process for adding estimated travel expenses to the travel
authorization.

Report ogout Nariiment Prenaratinn
User: =
Expense Entryfor __ _ . __ ___ _
Trb:\:h:r'fve‘e' Quick Tip For this Document you can:

The Arrow icon indicates a required field. Click Save to save the current expense and refresh the screen 5o a new expense can be added

>
[ozromooz Use Guick Expe

Kathi Traveler [mmfdd:]ataj © logiocoz se Buick Expense

[> Authorization: o] Use Foreian Caloulator

10-CFADS-1DFL Expense Type 5
P P Bl Lookup Credit Card Expensas
+ Document Summary Expense GOV CAR USED al—
Travel Deseription © |oovoaravalL- (F .108) Save | Gument Expense
« Traveler Miles Trovelad 30V.CAR-MAYEE AVAIL - (F 285)
o ey GOMEC ATM ADVANCE FEE Dore | Entering Expanses

HIGHWAYT/BRIDGE TOLL
LAUNDRY! DRY CLEANING

= Ticketed Trans Rate Selection

* Expenses Rste
+ Lodging/M&IE

Eack I Cortinue

LODGING TAX
MOTORCYCLE - (3 2800
Cost @ |OFFICIAL CALLS

= Accounting FARKING

[ ot Cost Options

« Totals ammenE PER.PERF-FOV = ptions

PERSOMNAL CALLS-DOMESTIC O Reimbursable
« Commants FERSONAL CALLS-FOREIGN

1 Taxable

= Dooument Status POV (§ .305)

PRIV OWNED AIR - (5 875) ¥ Expense
0 it P REGISTRATION FEES = Categary
» Preview Document Pt I—_l

SUBAT h _—
= Export Document Taxi Method

TIPS FOR TASILIMO - Wendor I -

= Close Document

Current Expenses

Amount

Tatal: 0.00
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NOTE:

The Date field will default to the ‘Begin’ date of travel. Change it accordingly when
adding each expense.

1. Add your expenses on the Expense Entry page.

a. Leave or update the Date field by clicking of the calendar icon and selecting a date.
b. Select the expense from the Expense type pull down list.

c. Click anywhere on the page to refresh the screen.

&

Enter a cost in the Cost field.
e. Click in the Comments field and enter comments.
f. For an expense that is the same amount over multiple days use the Copy Through

Date field located on the right side of the screen. (Example: phone calls that cost $.85
on consecutive days). Enter the ending date the amount should appear through.

g. For quick entry of expenses, click the Use Quick Expense link in the For this
Document you can: area.

NOTE:

When entering comments in the Expense comments field, your comments can only be
viewed on-line when reviewing each expense.

2. Click the Current Expense in the For This Document You Can: area in the top
right.

3. The expense record is saved and is displayed in the Current Expenses area at the bottom
of the page.

4. Click the Update iconl?l to edit Expense records for necessary changes. Click the
i

Delete icon to delete Expense records.

5. The Expense Entry page will refresh and display again with clear fields to allow entry of
another expense.

6. Click the button in the For This Document You Can: area in the top right.

The Lodging/M&IE page is displayed.
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G. LODGING AND M&IE

This section will review the Lodging process. Lodging costs are automatically filled in
according to the per diem location when the Itinerary is saved. Costs of Lodging and
MA&IE are automatically adjusted for the first and last days of a trip.

Lodging/M&IE for

Quick Tip For this Document you can:
An asterid ™) in the Special column indicates that a condition has been selected in the Advanced Lodging/h&EIE windaw.
Reset All ILodging and MEIE expenszes

Back Continue

Lodging/M&IE Data

m teplicate dg Cosl dg Allowec PerDiem Rate

& oanonz ] 95.00 25.00 3150 95 /42

0 s iy 95.00 25.00 42.00 95 /42

F . ® 0.00 0.00 31.50 9542
NOTE:

The following per diem rates are automatically filled by the system:

® 100% Lodging for all but the last day
®  75% MKIE for first and last days
®* 100% M&IE for all other days — for trips less than 31 days

The available functions on this page:

a. Use the Update icon L] to update the lodging costs. Click on the Update icon [£] of
the first Lodging/M&IE record to be edited/modified. The Update Lodging and
M&IE Expenses page is displayed.

b. Use the Reset icon to reset the original per diem rates. To reset a specific

Lodging/M&IE record, click the Reset icon of the desired record. The record is
reset to the original per diem rates.

c. Use the Replicate icon L&l to copy the lodging expense if the amount for lodging is
less than the Travel Manager calculated lodging rate.

d. Click the Lodging and M&IE expenses button, in the For This
Document You Can: area in the top right, if actuals or overrides were entered but are
unwanted, to return all rates to the per diem amounts.

e. Click the ‘ﬂ‘ button, in the For This Document You Can: area in the top right of
the page, to return to the Expenses Entry page.

12/23/02 TM V2.0 24




TRAVEL MANAGER PREPARER 8.0 COURSE

f. Use the button, in the For This Document You Can: area in the top right,
to continue to the Other Authorizations page.

1. When changes are necessary, click on the Update icon L] next to the first date to view
details that may be changed. The Update Lodging and M&IE Expenses page is
displayed.

Update Lodging and M&IE Expenses for
Quick Tip

Farthis lodging day, you can editspesific actuals, leave data, meals provided status, lodging amount, and if desired apply these changes fonward using the
apply through toal

For this document you can

Newt | Expense

Save | Expense Changes
Owerride [ Lodging and MEIE

Close | without Saving Changes

Lodging
Fer Diem Rate: 95 /42

Lodging: [55.00 fptions
Conference Allowance [oeromz ez
[T corferance Allowance _Cor Info
Corferance Rate:
T Ledging
Limit: 0.00
[T Meas
Breskfast: 0.00
Lurch: .00
Dirrer: 0.00
Incidertals: 0.00
#
© annual
' Other
Hours: 0
Meals Provided
I Breakfast
™ Lunch
I Dirrer

2. All changes made to the Update Lodging and M&IE Expenses record are made on
this page.

3. Changes can be applied to a specific day, or to a range of days by entering an end date
in the Apply Through Date field under the For This Document You Can: area in the
top right. The changes made on the displayed record will be made to all records
through the date entered.

a. To override any Lodging and/or M&IE costs, click the Lodging and
M&IE button, in the For This Document You Can: area in the top right.

b. Enter Actuals by clicking in the Lodging and/or Meals check boxes in the Actuals
area. . Enter actual lodging amounts in the Lodging field of the Lodging area at
the top of the page.

c. Ifleave is taken during the travel, it can be indicated in the Leave Data area. When
Annual is selected eight hours is defaulted. If more than 4 hours of leave is taken,
the traveler is not entitled to meals and lodging costs for that day

d. If meals are provided for a traveler at no cost, the appropriate box should be marked
to indicate the meals that will be provided in the Meals Provided area. Travel
Manager will deduct the cost of the meal being provided from the traveler’s M&IE
amount for that day.
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c.

The conference allowable is up t0125%. Click the Update icon next to the
Lodging/M&IE costs to be changed. Check Conference Allowance on the Update
Lodging and M&IE Expenses screen. Click Conf Info button. Type 125 in the
Rate field. Type the sponsoring Agency in the Agency field. Click Save Conf
Allowance. The Update Lodging/M&IE Expenses screen is displayed. The
conference rate has been calculated and the amount appears in the Conference
Allowance area, Conference Rate. Type the conference rate amount into the
Lodging cost field. Click Save Expense Changes.

Use the Expense button, in the For This Document You Can: area in the
top right, to go forward to the next day’s costs.

Use the Expense button, in the For This Document You Can: area in
the top right, if available, to go back to the previous day’s costs.

NOTE:

An “*” will appear in the Special column for each day that actuals or leave data is entered.
An ‘X’ will appear in the B, L, or D column indicating the meal is being provided that day.

125 will appear in the % column indicating the use of a conference rate for that day.

4. Click the Save button in the For this Document you can: area in the top right.
The Lodging/M&IE page is displayed again showing the summary of all Lodging and
MA&IE charges.

5. Click the button in the For this Document you can: area in the top right. The
Other Authorizations page is displayed.
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H. OTHER AUTHORIZATIONS

1.

There are only two ways to access the Other Authorizations page. There is no direct
link on the Document Toolbar on the left side of the page, as there is for all other pages
within the authorization document.

To access the Other Authorizations page, click the button, in the For this
Document you can: area in the top right corner from the main Lodging/M&IE page, or
Click the Other Authorizations Details link, located in the middle of the Document
Summary page

The following is a sample list of available Other Authorizations. Browse the list to
determine if and/or what approvals are necessary for the document. To select a specific
other authorization for the document, click on the name of the Other Authorization in
the Master List of Other Authorizations. The other authorization will be removed
from the list and will be placed at the bottom of the page in the Other Authorizations
for Current Document area. This will allow entry of any additional information
required for approvals.

For a foreign travel document to properly post in SAP, it is vital that the authorization
created has, “Foreign Travel Authorized” added to the document.

NOTE:

An Other Authorization with double asterisks indicates additional information is
required. After selection, the other authorization must be opened to enter the
justification.

An Other Authorization that is in UPPER CASE will bring conditional Reviewers
into the routing for the document (not currently being used).

For example, if 1 CLASS MODE** is selected, the conditional reviewer who
handles first class approval will be added to the routing list when the authorization is
stamped and signed. The double asterisks indicate additional information must be
entered to justify the first class seating.
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Master List of Other Authorizations

15T CLASS MODE =

Aboard US Wesse] ™

Actual Lodging ™

Actual MEIE =

AIRCEAFT: COMTRACTOR CWHED ™
AIRCREAFT: SEE REMARKS =
BUSINESS CLASS MODE =
Conferance Allowance - Mon MASA
Contract Hotel **

COTRE AFPROWAL =

Crriver or Pilot - 10 passengers ™
E:xcess Baggage ™

Extended ForeignfMon-Foreign % ™
E:xtended T

FOREIZM TRAVEL AUTHORIZED
Zow't Wehicle Authorized
IMWITATIONAL TRAWEL ™

LABOR MANASERMENT MEETIMG
Leave or personal days taken ™
LOA COST/ALOA MO COST =
Lowvest Price Contract Carrier Mot Uzed™
Military Personnel Lodging ™

Military Personnel Meals ™

Military Personnel Travelar ®*

Other 1 fadditional area for comments)

Other 2 fadditional area for comments)
Fassenger - ldentify DriverPilot ™
FERMISSIWE TRAWEL

Fersl Pref: Commercial Transp.

Fer'l Pref: Privately Cwuned

Fer'l Pref: Rental Acquired

FOW Advantageous ™
FRE-EMPLOYMENT INTERWIEWY
FEOGRAMMATIC TRAVEL ™
Eegistration Fee Entitlement ™

Eental Car: Mon-Economy ™

EUSSIAN TRAVEL AUTHORIZED

505 Medvac ™"

Special Meeds for TravelerAttendant ™
SPONSORED IN-KIND TRAWEL ™
SPONMSORED REIMBURSABLE TRAWEL ™
Taxi at TO Authorized

ariations Authorized ™

Wicinity Mileage Authorized

Other Authorizations on Current Authorization

12/23/02 TM V2.0 28



TRAVEL MANAGER PREPARER 8.0 COURSE

4. Click on the link of the item selected from the Other Authorizations on Current Travel
Authorizations area. The Other Authorization Remarks page is displayed. Provide
justification for the Other Authorization in the Remarks field.

Setup Reports Logout Help Document Preparation
lere Other Authorization Remarks
Preparer One % Quick Tip For this Document you can:
Traveler: Addd or update remarks for the Cther Suthorizetion.
Save |Remarks
Student One Excess Baggage™ Cancel |Changes
[ Authorization: 51- Remarks ~
XXX07-16 AL
F Document Summany j
= Traveler
= tinerary
= Ticketed Trans

5. Click the Save Remarks button in the For This Document You Can: area in the
top right. Remarks are saved and the Other Authorizations page is displayed again.

6. Click the button in the For This Document You Can: area in the top right.
The Available Accounting Codes page is displayed.
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I.

ACCOUNTING

Accounting codes for your organization will no longer be displayed in the Master
Accounting Codes area in the center of the page. Accounting codes will be stored at the
center level, and not at the organization level.

i - Gelco
Travel Marager*s.0

Setup Reports  Logout Help Document Preparation

L Available Accounting Codes for

JOHM RODRIGUEZ Quick Tip For this Document you can:
Traveler: once tywo of more accourting codes are selected, the Allocation button is enabled. Change Im & Ditferent Organization
GALE FLEMING Enter Search Criter Add | New Accounting Code

ia
Accounting Code I Search | Retrieve I Back I Continue
= Document Summary Master Accounting Codes C i

= Traweler Search Results Prev 10 Hext 10

[> Authorization:
Accounting Codes

« Hinerary Crganization
= Ticketed Trans

» Expenses

= LodgingMEE

* Accounting

= Totalz

= COMMments

= Document Status

= Perform Pre-Audits
= Previgs Document
= Export Document

= Cloge Documert
Accounting Codes for Accounting Codes

Organization

& et P elete

NOTE:

Every account code has an accompanying accounting label. The Accounting Code Label
will display the valid combinations of FCS elements extracted from Core Financial. For
more information regarding accounting codes, please refer to the travel manager website at
http://travelmanager.gsfc.nasa.gov

Change

1. To select an accounting code, click the kel to a Different Organization button, in
the For This Document You Can: area in the top right of the screen.

2. Next, enter the center ID, 51, for Goddard, and hit the | An Organizations

Name button in the For This Document You Can: area.
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sowwered by VR
o "E\n_ —~ 4. Gelco
Infarmation Nefwark Travel Manager®8.0
Setup Reports Logout Help Document Preparation
User:
Change Organization for
JOHN RODRIGUEZ
Traveler: g Quick Tip For this Document you can:
To list all organizations, click Sesrch.
GALE FLEMING An Organization's Hame

[> Authorization:

i Cancel |Th\sV\ﬁndow
Accounting Codes Organization Hame © |51|

= Document Summary

= Trawveler

= ftinetary

= Ticketed Trans

= Expenses

= LodgingMEIE

* Accounting

= Totals

= Commernits

= Document Status

= Perform Pre-Audits
= Previewy Document
= Export Document

= Clasg Document

Accounting Codes for Accounting Codes Click an item to

Crganization

& et K elete

3. Once the page reloads, click on the 51, under organization name at the top of the list, and
a list of accounting codes will be displayed.

e . =/ Gtlco
Information Netwark’ Travel Manager*s.0

Setup Reports Logout Help

User: —
Change Organization for

JOHN RODRIGUEZ : L.
Traveler: % Quick Tip For this Document you can:
To list all organizations, click Search
GALE FLEMNG _Search | an organization's Name

[> Authorization:

i Cancel | This wWindow
 Accounting Codes Organization Hame @ |51 I

= Document Summary

= Travelet
ey Organization List Click on an item to select it
= Ticketed Trans Search Results
= Expenses Cirganization Name . Organization Code .
= LodginghEIE
" Accounting =
« Totalz S1-101 51101
T 51-103 51-103
= Document Status 2110 2D
51-111 51-111
= Perform Pre-Audits 21112 51112
= Preview Documert 51113 1113
= Expart Documert 51114 51-114
= Cloge Document S1-11F S1-11F =

Accounting Codes for Accounting Codes

# et R eiste

4. Navigate through the list of available accounting codes by using the Prev 10 and Next 10
buttons.  Select the desired accounting code by clicking on the label. The
accounting code that you selected will be displayed in the Accounting Code for window
at the bottom of the screen.
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powered b/
s = g e
Infarmation Nefwark"

User:

JOHM RODRIGUET
Traveler:

GALE FLEMING
[ Authorization:
Accounting Codes
= Document Summary
= Traveler
= ltinerary
= Ticketed Trans
= Expenszes
= LodgingMAIE
Accounting
= Totals
= Commerts
= Document Status
= Perform Pre-Audis
= Preview Document
= Export Document

= Cloze Document

Setup Reports  Logout H

Available Accounting Codes for

;)
" Gelco

anager*s.0

Document Preparation

Travel M

Quick Tip
2nce two or more accounting codes are selected, the Allocation button is enabled

Enter Search Criteria

Accounting Code I Sealchl Retrieve |

Master Accounting Codes

a1 DO9000000254203 090-00. SAT4220030. ... .. 2

a1 DO90200001H4203 090-20-10. HSF4220030. . . .. ..
a1 DO90200001 54203 090-20-10. SAT4220030. .. ... ..
a1 DO90200057H4203 090-20-20. HSF4220030. . ... ..
51 DO90200087 54203 090-20-20. SAT4220030. .. ... ..
a1 DOA0200055H4203 090-20-30. HSF4220030. . ... ..
a1 DO9020005554203 090-20-30. SAT4220030. . ... ...
a1 DO90200059H4 203 090-20-40. HSF4220030. . . .. ..
a1 DO9020005954203 090-20-40. SAT4220030. . ... ...
51 DO90200090H4203 090-20-50. HSF4220030. . . .. ..

Accounting Codes for Accounting Codes

-

& Edt 3 Delete

‘For this Document you can:
Change |t0 A Different Organization

Add | New Accounting Code

-

Backl Continue |

iting Label to add to Document
Prev10 Hext 10

[ ]

5 Once the accounting code is selected, the preparer must update the accounting code by
clicking on the Pencil Icon .

ered by /2

T

Geleo F .
Infarmation Nefwark”

Setup Reports Logout

User:

JOHN RODRIGUEZ
Traveler:

GALE FLEMIMNG
[ Authorization:
Accounting Codes
= Document Summary
= Trawveler
= ftinerary
= Ticketed Trans
= Expenses
= Lodgincti SIE
F Accounting
= Tatals
= Comments
= Document Status
= Perfarm Pre-Audits
= Previewy Document
= Export Documert
= Close Document

Help

Update Accounting Code for

Quick Tip
“ou must enter an account label before Updating the Extended Acct Codes.

[T save Accounting
code and extended
Accounting codes to
master list

IDDSD2DDDS?H4203

Organization a1 -

Label

Document Preparation

For this Document you can:

Update |Extended Acct Codes
Save | Acct Code Updates

Cancel |Acd Code Updates

Accounting Codes

wes [osoz0z0 Internal Ord  [ENTER INTERNAL ORI

Fund [HSFazzomam | oObjClass  [ENTER DBJECT CLASE
Metdet [ —
Funds Res I— I—
ResLinettm [ 1

6. Next enter in the Internal Order and Object Class code. Once the two required

elements have been completed click the

Save | Acct. Code Updates button in the For

This Document You Can: area in the top right of the screen.

12/23/02 TM V2.0 32



TRAVEL MANAGER PREPARER 8.0 COURSE

NOTE:

Never place a check in the yellow box, Save Accounting code and extended I™ Save Accourting
Accounting codes to master list. Most users will not have the ability to check this box. ;iiijrnﬁn;’izzgﬂo
By checking this box, you may compromise the integrity of the accounting code,

master list
causing various problems down the road.

J. TOTALS

The Total Details page displays a summary of the costs and the accounting codes that will
fund the travel. If an amount exists in the Computed Advance Authorized area, it is
because this document is for a traveler without a charge card. All travelers have been
configured in the system indicating that all have charge cards. If a traveler does not have a
charge card and wants an advance you will need to contact the Help Desk to have the traveler
profile charged. This is a cash advance from the Travel Office and will be deducted from

the voucher if the advance is requested and indicted on the document. This is NOT an ATM
advance.

Total Details for

Quick Tip For this Document you can:
Click the Wiew Advances for Document to add orupdate an advance. [» view Advances for Docurert
Total Estimated Expenses: 1,025.00 Back I I I
Computed Advance Authorized: 0.00

Advance Requested: 0.00

Expense Category Details

Organization

COM.CARIER 0 10-02-AA30 450.00
LODGING 0 10-02-AA30 190.00
MEIE 0 10-02-AA30 105.00
RENTAL CAR 0 10-02-AA30 290.00

Expense Category Advance Details

1. Click the button, in the For This Document You Can: area in the top right,
to advance to the Comments page.
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K. COMMENTS

The main Comments page will display the comments that were entered on the Itinerary
page.

Setup  Reports  Logout  Help Document Preparation

e Comments for

For this Document you can:

Kathi Traveler Quick Tip
Traveler: Click Apply and preset comments are inserted into the Comments field. Comments can also be typed directly into the comments field. Comments apply to
APRIY | pracet Comments

the entire document.

52ve | comments

Kathi Traweler
|[#utherizztion: Eomments d

10-CFAQS-10FL

Back

= Document Summany Continue
= Traveler

" M without Saving Comments
u [tinerany
» Ticketed Trans =
» Expenzes q{ 3

« Ladging/M&IE

= Aggounting

= Totals

1. If “Voucher due 5 days after completion of your trip” is not in the comments box, click

the Preset Comments button, in the For This Document You Can: area in the
top right. Enter any other necessary comments after the preset comments.

NOTE:

Click the button, to the right of the Comments box, before typing additional
comments. All comments will be erased and replaced with the preset comments when the

| Preras Ibutton is clicked.

This comment box will be a vehicle for the preparer and traveler to communicate with the
approvers, reviewers, and travel office. Please provide information regarding any special
requests that have been made on the documents such as: actuals, meals provided, annual

leave.

6. If comments are entered, click the Comments button in the For This Document
You Can: area in the top right. The Document Summary page will displayed.
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L. DOCUMENT SUMMARY

On the Document Summary page you can view the summarized travel authorization. Any
item on the request can be selected from this page for further review prior to stamping and
routing.

Setup Reports _ Logout Help Nocument Prenaratio
(e Document Summary for Authorization
Wathi Traveler Quick Tip For this Document you can:
Traveler: Forspecific information, clidk on a Details link. You can sign and stamp wour document from the Document Status section.
Teval uftrieation K 52ve | posument
ot Trawater ravel Authorization Number
[ utharization: Traveler Detsils 254-58.7548 , Kathi Traveler _tertinee | & ryenng pocument
10-CFA03-10FL
_Bloze | cument Document
* Document Summary Furpose Description
= Traweler ttinerary Detsils QRLANDO NAVAL & MC RESERVE CTR,FL 09/10/02 - 09/12/02
= Hinerary Ticketed Trans Detsils $450.00
= Ticketed Trans Expense Detsils Expe"se Su""]]a[y
- Expenses

Quick Expenze [N Date Expense Amount

D8/10/2002

- Lodging/MEIE

= Accounting

Tetal 200,00

= Totals

Lodging/MEIE Detsils $295.00
Giher #uthorizations Details

= Document Status

S —— m
= Export Document 10-02- 2430 1.035.00

[ Totsl:1,035.00 |

otals Sum
D

= Comments

= Close Document
Totals Detsils

|Advance Requested

Erter Commerts

Nt = E 05 o cument Status Enter Status/PIN to stamp this document

Document Status: CREATED  Awsiting: Kathi Traeler Stamp and Route |

Signature PIN

1. When the document has been completed and reviewed, now it can be signed, stamped,
and routed.

2. Click the Document Status link, on the Document Toolbar on the left side of the page
to display the Status page.
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M. DOCUMENT STATUS

The Status page is the page that allows you to stamp the travel authorization prior to

==r Status for
Kathi Traweler Quick Tip For this Document you can:
Traveler: The Signature PIN is case sensitive!
Kathi Traweler
Autharization:
10-CRADS-10FL
- Document RS Status to Apply [FIGNED =]
= Traveler Signature FIN |
tinarary
N
Ticketed T =
Remark: -
Exp 1 2

= Accaunting

Document Routing Thiz iz the routing path the current documentwill take once routed

Hame
Kathi Traveler SIGHED 0

[Document History

Status

b aterTime [Etatus
CREATED Kathi Traveler

OBM2/02 95240 EST

1. Note the Status to Apply value is set to SIGNED. DO NOT CHANGE.

2. Click in the Signature PIN field and enter the appropriate PIN.

NOTE:

The Remarks field is to be used by Reviewers and/or Approvers to note approval or
disapproval. Preparer, and traveler comments should be entered on the Comments page.

The routing cannot be changed after the document has been Signed and routed.

Be sure the correct routing is assigned to the document in use. Click the Traveler link on
the Document Toolbar on the left side of the page, to verify the routing list.

3. Click the and Submit Document button in the For This Document You
Can: area in the top right.

4. The Pre-Audit Results page is displayed.
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N.

PERFORM PRE-AUDITS

Travel Manager will automatically audit the document for predetermined “flags”. These
items are indicated by a “PASS” or “FAIL” status.

Pre-Audit Results for
Quick Tip For this Document you can:
% Click the Magnifying &lass icon to wiew detail comments far each audit process. Cortinue IStamping the Dogument
Document Mame: 10-CFADS-10FL Cancel I Fra-fudit Results
Type: Awuthorization
Trawelar: Travelar, Kathi
Status: PASS
Audit Process S 5 Comments
ELACTUALS ExIST PASS
ELAPPRD‘JED B TRAWELRA PASS
&APPRD‘JED BY TRAWELRZ FASE
BLAPPRDVED BY TRAVELRZ PASS
E’- CASH ADWANCES EXIST PASS
ELCDNFERENCE ALLOWANCE FASE
@LDAIL‘( EXFPENSE THRESH FASS
@LEXP CATEZORY USED PASS
ELE)(P CATEGORY USED1 FPASS
@EXP CATEGORY USEDZ FASS
E’-EXPENSE CATEGORIES PASS
@LLAUNDRY."DRY CLEAHING PASS
lg LE~WE EXISTS FASE
ELMILITARY FERSONMEL PASS g
ELNDN COMTRACT AIRFARE PASS
ELDTHER AUTHORIZATIONS FASE
BLDTHER EXFENSES PASS
@LDVERRIDE PASS
ELPERSDNALINFD- KEY FAZE |

a. Review the Pre-Audits Results that Travel Manager processes for the
Authorization.

2. If any item needs attention, the word ‘FAIL’ will be in the Status column. A comment
describing the failure will appear in the Comments column. A ‘FAIL’ is a flag to
draw attention to a particular process to ensure the Preparer has entered/reviewed the

data correctly.

NOTE:

Click the button, in the For This Document You Can: area in the top right, if
changes are necessary prior to signing. The document will not be signed and will not be
routed. Open Existing Document link, on the Document Toolbar on the left side of the
page, can be used to open the document for update.
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Click the %Pre-Audit Results button, in the For This Document You Can: area in
the top right to describe any audits that fail and need further explanation. The explanation
will be entered in the main Comments Window.

3. Click the Stamping the Document button in the For This Document You
Can: area in the top right. The document is signed and routed. The Travel Manager
main page is displayed. No other message is indicated.

Setup Reports Logout  Help Document Preparation

User:

Preparer One
Traveler:

[ Creste a Mew Document
[» Open Existing Document
[ Review Documents

[> Delete Documents

[ Copy Document

[ Import Documents

4. An e-mail notification will be sent to the first person in the routing list.

NOTE:

An e-mail notification is sent to the Traveler when the document is stamped Approved,
Disbursed, NASA CTO Disbursed, Returned, Canceled or A Travel Agent (CI
Travel).

0. OPEN EXISTING DOCUMENT (VIEW/UPDATE)

A document can be opened in ‘view only’ mode. While in ‘view only’ the document cannot
be modified in any way.

1. Click the Open Existing Document link on the Document Toolbar on the left side of
the page. The Traveler listing (Open Document) page is displayed.
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Setup Reports __ Logout Help Nocument Prebaratid
User:
Traveler Listing (Open Document)
JEFFERESON
PREFARER Quick Tip
Traveler: Type one of more leftes of the travelars last name and clid Search. Then, click the

travelers name to list all documents.

(B O eoPeamo Enter Search Criteria

Open Existing

[» Review Documents

Documes it Type: IALL -
[» Delete Dacuments "

[» Copy Document [Traveler List

[> Impart Documents

Search Results Prev 40 Hext 40

b. Enter one or more characters of the last name of the traveler and click the m button
located to the right of the last name field.

c. Click on the name of the desired traveler from the Traveler List area. All documents
created for that traveler will be displayed in the area on the right.

A. Documents that have been created but not routed will have CREATED in the
Status column.

B. Documents that have been created and routed will have various stamp values in
the Status column, some of which may be SIGNED, ADJUSTED,
REVIEWED, APPROVED, MGT REVIEWED, MGT APPROVED, A
TRAVEL AGENT, RETURNED, CANCELLED, or DISBURSED

C. Documents that have completed processing will have DATALINK in the Status

column.
Setup __Reports _Logout __Help Document Preparati
User:
s Tavalar Traveler Listing (Open Document) Document Search (Open Document)
Traveler: Quick Tip Document List
Typs ane of mare lstters of the travelers |ast name and click Search.
Then, click the tavelers name to list all documents. Traveler: Kath Travaler
[> Create a New Dosument [vpe [pocument Hame
+ Open Existing B authorization 10-CFADS-10.02 Wi NiA
Document B authorization 10-CFADS-OFL 09M0Nz CREATED
[> Review Documents tamtame [ B sutherization 10-CFB0S-20NG 020z M&T APPROVED
[ belete Documents Document Type |ALL = B sutherization 10-CFBOS-11HY 08102 CREATED
g cory Pomumert Traveler List Click on an ent o B authorzation 10-CFB07-200C o=z SIGHED
[> Impert Documents pE—— Prev 40 Nest 40 B Authorization 10-CFBO7-15NE 07502 A TRAVEL AGENT
Hame EID. e B authorization 10HOTIETH OTHENZ A TRAVEL AGENT
Treveler, Kathi 26458753 B Losatvoucher 10-JEGZ-10GSFE OTHENZ SIGNED
B voucher 10-GFBOS-11NY 031102 CREATED
31 vousher 10-GFBO7-15NG 752 SIGNED
B vousher A0ckOTISTX 07502 DISBURSE

d. Click the Open Document icon =] next to the document to be viewed. The Open
Document Signature page will be displayed. If the Preparer has not signed the
document, the Open Document Signature page will not display, and the document will
open.
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Setup Reports Logout Help

User: Open Document Signature

e

Signature for Adjustment I

For this Document you can:

Quick Tip
The Signature PIN is case sensitivel

Preparer One

Traveler: Sign | to Review Document

Get | Document as Yiew-Only

Document Preparation

[» Creste & Mew Document

Cancel | Opening Document

¥ Open Existing
Document
[» Rewisw Documents:

[> Delete Documents

[> Copy Document

[ Import Documents

e. From this page a document can be opened as a “view only” or can be opened for

adjustment by entering the appropriate signature PIN in the Signature for Adjustment

field and clicking the L2820 to Review Document button in the For This Document
You Can: area in the top right,.

Click the Document as View-Only button in the For This Document You Can:

area in the top right, to open the document as view only. The Document Summary page

is displayed.

Setup  Reports  Logout  Help Document Preparation
s Document Summary for Adjustment to Authorization View Onl
Vathi Traveler Quick Tip For this Document you can:
Traveler: Farspecificinformation, click an a Details link. ou can sign and stamp your document from the Document Status . I
saction. Eotinte Entering [

Kathi Traveler
[ Authorization:
10-CFADS-10FL

' Document Summary
= Traveler

« ltinerany

= Ticketed Trans

» Expenzes

» Lodging/M&lE

» Accounting

= Totalz

= Comments

= Document Status
= Perfarm Pre-Audits
= Preview Document
» Export Document

= Close Document

M Current Document

Trawvel Authorization o . 500000
Huriber

Traweler Detzils 254-58-7548 , Kathi Traveler
Purpose Description
tinerary Detsils QRLANDO NAVAL & MC RESERVE CTR,FL 09/10/02 - 09/12/02
Ticketed Trans Detsils $205,00

Expenze Detsils |FHET RN ETY

Edit [ate
09/10,/2002

unt

150.00

Delete

Amo

RENTAL CAR

Tatal:|150.00

LodgingsM&IE Detsils $205.00

Other Authorizations
Details

P e .ccounting Summary

|1D 0Z-An30 740.00

Total:[740.00

Totals Details DR ETERATTGT ]

IAd\rance Requested

Erter Comrments

a1 S &= U=l o cument Status Enter Status/PIN to stamp this doc

Docurnert Status: SIGMED Awsiting: BARRY BACKUP AFPPROVER
Status To Apply

Signature PIN

g. Click the Document Status link on the Document Summary page or on the Document
Toolbar on the left side of the page to view where the document is in the routing process.
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Setup Reports _ Logout Help Document Preparation

User:

Kathi Traveler
Traveler:

Kathi Traveler
[ Authorization:
10-CFADS-10FL

= Document Summany
= Traveler

= [tinerany

= Ticketed Trans

= Expenzes

= Lodging/MEE

= Accounting

= Totals

= Comments

+ Document Status
= Perfarm Pre-Audits
= Preview Document
= Export Document

= Close ocument

Status for {View Only)

Quick Tip For this Document you can:
The Signature PIN is case sensitive!
Adjustments |Go To Adjustments
Back | Cortinue I

Document Routing Thiz iz the rauting path the current document will take

BARRY BACKUF APFROVER MGT AFFROVED 1
Brandon Approver MEGT APFPROWED 1
AbY SWEET APPROVED 2
LYNDA OUZTS APPROVED 2
Cl Travel 1 A TRAVEL AGENT 2
Cl Travel 2 A TRAVEL AGENT 2

Document History This is the status history for thiz document

bateiTime ptates_—_____[Name
0SMBM02 B:1ZAM EST CREATED Kathi Traweler
0810502 5:30AM EST SIGNED Kathi Traveler

h. The Document Routing area shows where the document will be routed. The Document
History area shows where the document has been routed.

1. Click the Close Document link on the Document Toolbar on the left side of the page, to
close the document.

j- Ifthe document was opened in an update mode and adjustments were made, sign and
stamp the document, and the document will be routed again using the initial list of
Approvers to review and approve the new changes.

P. CREATE NO COST AUTHORIZATION

A no cost Authorization can only be created for specific reasons; reference travel regulations.
An example of a no cost Authorization may be when an invitational Traveler will be a
passenger in a government car with no expense.

If a no cost Authorization is created, no Voucher is needed. If the Traveler incurs a cost(s)
while on travel, a cost Voucher may be created from the Authorization.

Select the trip Purpose from the drop down list.
Select “No Cost” from the Trip Type drop down list.

Enter the appropriate Begin and End Dates and all other required
information for the trip.

Add per diem location

From the Itinerary page click button. The Overrides page

will be displayed.

12/23/02 TM V2.0

41




TRAVEL MANAGER PREPARER 8.0 COURSE

AL FIFGUFET) INELYETR

= UL ITELVUTR

Setup Renorts Logout Help Document Preparation
User: Override for location HOUSTON, TX
Rraparer Tty Quick Tip For this Document you can:
Traveler: To reset the location overtide infarmetion, click Reset, Enter new override information and click OK.
-HW‘-t Location Overtides
Appraver Twvelve Override Type Save | |ogation Ovettides
[ Authorization: no cost
e cost C Dys Close | swithout Saving Overrides
» Document Summary .
Cost Override
« Triaveler
! Htinerary Lodging Im
« Ticketed Trans
« Exnenzes MEIE ID'DD
+ Aecournting Code Days Override
» Totals Lodding 7
odging
« Camments o
M&IE 7
« Diocument Status
f. Select the override type; COST
g. Click in the Lodging field and enter $ 0.00.
h. Click in the M&IE field and enter $ 0.00

1. Click on Save Location Overrides button, in the ‘For this Document
you can:’ area, in the top right.

j.  Click in the Comments field and enter the reason the Authorization is
being prepared.

k. Click the Itinerary button, in the ‘For this Document you
can:’ area, in the top right.

. Continue processing the document as necessary.
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IV. COPY A TRAVEL AUTHORZIATION

This section addresses the steps to copy an existing travel authorization. The document can
be renamed and/or the traveler name can be changed.

A. CorY DOCUMENT

Setup Reports  Logout Help Document Preparation

User:

Susie Smith
Traveler:

[ Create a New Document
[ Dpen Existing Document
[ Review Documents
[» Delete Documents

[» Copy Document

[> Import Documents

1. Successfully log into Travel Manager. Than click the Copy Document link on the
Document Toolbar on the left side of the page.

2. The Traveler listing (Copy Document) page is displayed.

Setup Reports  Logout Help Document Prepara tion

User:
Traveler Listing (Copy Document)
Susie Smith
Traveler: Quick Tip
Type one or more letters of the travelaers last name and click
Search. Then, click the travelers name to list all documents.

[> Create a New Document
[ Open Existing Document Enter Search Criteria

b Fevien bosaments strine [
[ Delete Documents
Document Type IALL x I

* Copy Document

[» Import Documents

Traveler List Click on an entry to
Prew A0 Newt 40

Search Results

3. Specify the type of document to copy by selecting the type from the Document Type
pull down list. Only documents of that specific type will be displayed for copying. “All”

1s the default.
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4. Enter the traveler’s last name in the Last Name field and press the

ALL

ALL

Woucher
Lacal Waucher

Se

—

arch]

button next

to the Last Name field. A list of traveler names will display on the left side under the
Traveler List area.

Setup Reporis

User:

Susie Smith
Traveler:

[» Create a Hew Document
[ Open Existing Document
[» Review Bocuments
[ Delete Dacuments

* Copy Document
[+ Impart Documents

Logout

Help

Traveler Listing (Copy Document)
Quick Tip

Type one or more letters of the travelers last name and click
Saearch. Then, click the travelers name to list all documents,

Enter Search Criteria
Document Tupe IAuthorizatmn - I

Click on an en’

Search Results Prew 40 Newxt 40

122-33-0000
122-33-0001

DOE, JANE
Doe, John @

Document Preparation

5. Click the Next 40 and/or Prev 40 links under the Search Results area to page forward
and backward through the list of traveler names.

6. Click the Name link of the traveler whose travel document is to be copied. All
documents created for that traveler will be displayed in the Document Search (Copy
Document) area on the right.

Setup Reports

User:

Kathi Traveler
Traveler:

Kathi Traveler
[> Create a New Document
[ Dpen Existing Fecument
[+ Review Documents
[ Delete Documents
" Copy Document
[} Import Documents

Logout

Help

Traveler Listing (Copy Document)

Document Preparation

Document Search (Copy Document)

Quick Tip
Type one or more letters of the travelers last name and click
Search. Then, click the travelers name to list all documents.

Enter Search Criteria
Document Type IALL vl

Search Results

Pren 40 Mest 40

Traveler, Kathi 254-53-7548

Type
@ Authaorization
@ Authaorization
@ Authaorization
@ Authaorization
@ Authaorization
@ Authaorization
@ Local Youcher
@ Woucher

@ Woucher

@ Woucher

Document List

Traweler: Kathi Trawveler

ment Mame

10-CFAD-10FL
10-CFBOS-20NC
10-CFBOS-11HY
10-CFBO7-20DC
10-CFBOT-15HC
100715 TH
10-JEQS-10GSFC
10-CFBOS-11HY
10-CFBOT-15HC
100715 TH

082002

081102
07 20/02
o750z
071502
07602
081102
o750z
071502

Cligk on an ent

ADJUSTED

M&T AFFROVED
CREATED
SIGHED

A TRAVEL AGENT
A TRAVEL AGENT
SIGHED
CREATED
SIGHED
DISBURSE

7. Click the Document icon =1 of the document to be copied from the list. The Copy
Document page will be displayed.
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Setup Reports  Logout Help Document Preparation

e Copy Document

Kathi Traveler Quick Tip For this Document you can:
Traveler: Type a document name in the Copy to Document Hame field.

I_ Owennrite Existing

Copy Document

[ Create a New Document Save IDocument
SSN |254—58-7548

[» Open Existing Basument B

Kathi Traveler

T Cloze | wi i
raweler Mame Traveler, Kathi El< I ithout Saving
[ Review Documents

Copyto Document Name |1D-CFAUQ-1UFL
[ Delete Documents

* Copy Document
[ Import Documents

NOTE:

Do not use the Overwrite Existing check box, in the For This Document You Can:
area in the top right, unless the document that will be overwritten has not been routed.

8. Click the SSN or Traveler Name icons to retrieve the desired traveler’s name. The
Enter Search Criteria page is displayed.

Setup Reporis Logout Help

Document Preparation

User: Enter Search Criteria
Susie Smith Last Name | Sesrch I

Traveler:

Cancel I

Search Results

Click on an entry

[» Create a New Document Search Results Prew 20 MNext 20

[> Dpen Esisting Document Lastame  Fisthame ________Jul__|
Approver Mary [ 122:33-0201
1 REE Bosves DOE JANE 122-33.0000
[» Delete Documents Doe John Q 122330001
Fublic Jahn Q 122330026
b Copy Document Smith Susie Q 122-23-00032

[ Import Documents

9. Enter the last name or a portion of the last name of the traveler in the Last Name field of

the Enter Search Criteria area and click the button to the right of the field.

The Search Results will be displayed again beginning with the last name of the value
entered.

10. Scroll through the list and click the SSN link next to the desired traveler’s name. The
Copy Document page will be displayed with the new traveler’s name for the document.

Setup Reports  Logout  Help Document Preparation

e Copy Document

Kathi Traveler Quick Tip For this Document you can:
Traveler: Type a document name in the Copy to Document Hame field.
|_ Owennrite Existing
Lt Tl Copy Document
B crese < o booumant save [oooment
> ssh [zs46a-7548 [Ele
[ Open Existing Document

Traweler Nare Traveler, Kathi SN tlose [without Saving
raveler, Kathi
[ Review Documents

Copyto Document Name [10-CFADS-10FL
[» Delets Documents

* Copy Document
[ Impart Documents
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11. Click the Document button in the ‘For This Document You Can: area in the top
right. A pop-up message stating the copy process is complete will be displayed.

Information Message

Copy Document Completed.

Cloze |

12. Click the button in the pop-up message window. The Traveler Listing (Open
Document) page will be displayed again.

Setup Reports  Logout Help Document Preparation
User:
Traveler Listing {Open Document)
Susie Smith
Traveler: Quick Tip
Type one or more |etters of the travelers last name and
click Search. Then, clidithe travelers name to list all
[» Create a New Document documents.
* Open Existing o
Document Enter Search Criteria
[> Review Documents
[» Delete Documents
[ Copy Document Documert Type IALL 'l
[ Import Documents 2 i Click on an entry to select if
Search Results Prew 40  Hext 40

B. OPEN THE COPIED DOCUMENT

Setup Reports  Logout Help Document Preparation
User:
Traveler Listing (Open Document)
Susie Smith
Traveler: Quick Tip
Type one or more letters of the travelers last name and
click Search. Then, clidithe travelers name to list all
[» Create a New Document documents.
* Open Existing o
Document Enter Search Criteria
[> Review Documents
[» Delete Documents
[ Copy Document Documert Type IALL 'l
[> Import Documents Traveler List Click on an entry to select it
Search Results Prew 40  Hext 40

1. Enter the Traveler’s last name, or portion of the name, for the desired Traveler in the
Last Name field of the Traveler Listing (Open Document) page.

—

Search ]

2. Click the button next to the Last Name field. All travelers whose last names
begin with the last name value entered will be displayed in the Traveler List area.
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3. Click the Next 40 and/or Prev 40 links in the Traveler List area to page forward and
backward through the list of travelers.

4. Click the Name link of the traveler for whom the above authorization was copied. All
documents created for that traveler will be displayed in the Document Search (Open
Document) area on the right.

Setup  Reports  Logout  Help Document Preparation
User:
et T Traveler Listing {Open Document) Document Search (Open Document)
atni Traveler
Traveler: Quick Tip Document List

Click on an entry t

Type one or mare letters of the travelers last name and click

Kathi Traveler Search. Then, clidkthe travelers name to list all documents. Traveler: Kathi Trawelar
[ Create a New Document E.--:-c:urnent Name M
gmg I% Authorization 10-CFADS-10FL 09002 ADJUSTED
Document @ Authorization 10-CF BOS-20NC 022002  MGT AFFROVED
[> Review Documents tast b [ Bl authorization  10-CFBOS-TINY 08102  CREATED
[» Deletz Dacuments Document Type [ALL =] Bl authorization  10-CFBOT-20DC 072002 SIGNED
[> Copy Document Traveler List F——— a0 Bl authorization  10-CFBOT-ISNC  OFASD2 A TRAVEL AGENT
[ Import Documents p—— Provan  Hestan Bl authorization  10eFO7ISTX 07A502 A TRAVEL AGENT
Bl Local voucher  10JEDB-0BSFC  O7A6D2Z  SIGNED
Trzveler Kathi. 253587645 B voucher 10-CFBOS11MY 0841102  CREATED
@ Woucher 10-CFBOT-15NC Q7M5m02 SIGNED
Bl voucher A0efO7TA5TH 07M502  DISBURSE

5. Click the Document icon =1 for the Authorization that was just copied. The Document
Summary page for the copied travel authorization is displayed.
6. The travel authorization is the same as the original except for the following:
a. Name of the traveler and/or name of document.
b. Other Authorizations.

7. Make the necessary changes to the new document, save the changes, sign and route the
document.

NOTE:

This document can be modified and routed. Make sure all required information is
included on the document for each individual Traveler.

8. Click the Current Document button, in the For This Document You Can: area
in the top right, if the document will not be routed at this time.

V. AMEND A TRAVEL AUTHORIZATION

Once a travel document has completed the routing process, Approved modifications can only
be made by amending the document. This section covers the steps to amend an authorization.
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A. CREATE A NEW DOCUMENT

1. Click the Create a New Document link on the Document Toolbar on the left side of the
page. The New Document page is displayed.

Setup Reports  Logout Help Nnrnment Prenaratinn

User:
Ser New Document

Susie L Smith % Quick Tip For this Document you can:

Traveler: Taselect a traveler, click on the EID or Traveler Name lookup button.

Add Traweler |to Travel Manager
Document Type 5| Autharization j At Mame  |this D t
| iz Documen

F Create a Hew o H @ Autharization
Documem LalalB]yyl=1 l=me oucher

|} Open Existing Document SSN@ Local Woucher

Create Ithis Document

I

[# Review Documents
Traweler Name

“oucher frem Autherization

[> Delete Documents

2. Select Amendment from the Document Type pull down selection list and click in the
Document Name field. The Traveler Listing (Amendment) page will be displayed.

Setup Reports Logout Help Nacrtiment Prenaratinn

User:
Traveler Listing {Amendment)

Susie L. Smith

Traveler: Quick Tip
Type one or more letters of the travelers last name
and click Search. Then, clidithe travelers name to
* Create a Hew list all documents.

Document

(u] Existing D t . -

- | Epam By Pesmen Enter Search Criteria

[ Review Documents

[» Delete Documents Last Nam= I
[ Copy Document Document Type IALL 'I

1 e Bosumens Traveler List Click on an entry to select it

Search Results Prew 40 Hewxt 40

3. Click in the Last Name field under the Enter Search Criteria area and enter the last
name of the traveler (or a portion of the name). The Traveler List (Amendment) page
will be displayed with a list of matching traveler’ names on the left side of the page.

Setup Reports Logout Help Narmment Prenaratinn
User:
cusie L Smith Traveler Listing {(Amendment)
Traveler: Quick Tip
Type one or more letters of the travelers last name
and click Search. Then, clidithe travelers name to
F Create a Hew list all documents.
Document

Open Existing D t v
| Epenn Briling Peaten Enter Search Criteria

[» Review Documents

Id
[# Delete Documents Last Name [doe
[# Copy Document Docurnert Type IALL 'I

[> Import Locuments Traveler List Click on an entn

Search Results Prew 40  Next 40

DOE, JOHH A22-33-0001

4. Click the SSN link of the desired traveler in the Traveler List area on the left side of the
page. All documents that are available for the selected traveler to amend will be
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displayed in the Document List in the Document Search (Amendment) area on the
right.

Setup  Reports  Logout  Help Nocument Prenaration|
User:
it Tl Traveler Listing (Amendment) Document Search (Amendment)
athi Traveler
Traveler: Quick Tip Document List

Type ane or more letters of the travelers last name and olick Search
Then, click the travelers name to list all documents,

Traveler: Kathi Traveler

Document Enter Search Criteria @ Authorization 10-CFBOT-15HC aTH502 A TRAVEL AGENT
[» Open Existing Document

@ Autharization A0cH07A5TH a7H502 A TRAVEL AGENT
¥ Review Doouments Last Name

L - 07502 DISBURSE
[ Delete Documents B T AL Aoend docurment 10c£-0715T X
ocument Type -

[> Copy Bocument

Click on an &

[> Import Documents

Search Results Prewv 40 Hewxt 40

Traveler, Kathi 254-58-7548

5. Click the Open Document icon 2] of the document to be amended. The Amendment
page is displayed.

Setup  Reports  Logout  Help Nocument Prenaration
UsER Amendment
Kathi Travelar % Quick Tip For this Document you can:
Traveler: The amendment name is system generated.
Creste | New Amendment
Amendmert Name [106£0715T-1 Cancel |

© Create a Hew

Document Mmended - Contract Hotel became available =]
[> Open Existing Document Comments
4 »
[> Review Documents il

[> Delete Documents Signature PIN [===

[> Copy Document

[> Import Documents

NOTE:

Notice the Amendment Name is pre-filled with the name of the original document and the
last two (2) characters “-1” are added. Each time an amendment is created for an
authorization the number is increased by one (1).

NEVER CHANGE THE AMENDMENT NAME

6. Enter comments in the Comments area to explain the reason for amending the original
authorization.

Amendad - Contrack Hatsl besame avplasie _'J

Cammarda |90 05M&02 z
al | JJ

7. Click in the Signature PIN field and enter the appropriate PIN.

8. Click the New Amendment button in the For This Document You Can: area
in the top right. The Document Summary page will be displayed.
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Setup Reports  Logout Help Nocument Prenaration

Wz Document Summary for Authorization
Kathi Traveler Quick Tip For this Document you can:
Traveler: Far specific information, click on a Details link. You can sign and stamp your document from the Document Status section. Save | Document
Kathi Traveler Trawel Authorization Number . Cortinue | Ertering Document
[+ Authorization: Trzveler Detzils 254-58-7548 , Kathi Traveler
A0cf-0T16TH-1 Close | Current Document
* Document Summary Purpose Description camments
= Traveler Yinerary Details DALLAS,TX 07/15/02 - 07119102
- Hinerary Ticketed Trans Details $350.00
- Ticketed Trans RS EIEYE 2 ense Summary
= Expenses

Quick Expense AT Date nt

= Lodging/M&IE

= Accounting o ‘150 o

Lodging/MEIE Detsil= $563,00
Other Authorizations Details 15T CLASS MODE **
= Document Status

= Perform Pre-Audits P LR e ccounting Summary

= Preview Document

= Export Document 10-02-AA10 1,062.00

| Total:[1,062.00 |

peEERE SN T otals Summa
t m

Estimated Cost 1,083.00
|Advance Requested o.00 |

= Totals

= Comments

= Close Document

Enter Comments Voucher due 5 days after completion of your trip.
Document Status BETEITHET T G

Docurnert Stztus: CREATED  Awaiting: Kathi Traveler

[sienEn <] |

9. Click the button, in the For This Document You Can: area in the top right,
or click on the Itinerary link on the Document Toolbar on the left side of the page. The
Itinerary Information page is displayed.

B. ITINERARY

Setup  Reports  Logout  Help Nocument Preparation
(e Itinerary Information for
Kathi Travelar Quick Tip For this Document you can:
Traveler: The Begin Travel and End Travel fields must be completed befare a per diem location can be added. Remember to save your itinerary before cave | Hinersy
continuing
Kathi Traveler Back | Conti
[ Autharization il &I

A0cFOTI5TH-A
Trip Information
= Document Summary

= Traweler Travel Authorization Number Auth Date IU?MZQDUQ

[mmiddtyyu)

-
Htinerary Pupose [TRAIMNING | Type [SIHGLE -

= Ticketed Trans
Description Trip o A
= Expenses Pl comments d P

» Lodging/hi&IE J _lﬂ
2

= Accounting

= Totals
Departure and Return Information
= Comments

= D t Stat Begin Travel l— .
pedment Sl [mmfddiyyw]Q 07/15/2002 Depart |RES . Depart Selection I -
= Perform Pre-Audits
End Travel l—
, @ Jornsrzooz Return  [RES: . Return Selection I_;[

= Freview Document JLESEET,
= Export Document Trip Duration Multiple days -
= Closs Document Comments

[ousher due & days atter completion of yourtrip. &

-

4 _|—I Freset |

Per Diem Locations

r Replace ALL lodging and MEIE infor mation on this document Add Location
7 ® 0711502 DALLAS.TX 07002
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1. Review and make any necessary changes to the itinerary page.

2. Click the button, in the For This Document You Can: area in the top right,
or click on the Ticketed Trans link, on the Document Toolbar on the left side of the
page, if any ticket information additions/changes are necessary. The Ticketed
Transportation page will be displayed.

C. TICKETED TRANSPORTATION

Setup Reports  Logout Help Nocument Prenaration

Wisan Ticketed Transportation for Authorization

10cf-07 15TH-1

Kathi Traveler Quick Tip For this Document you can:
Traveler: To enter ticket information, click Add. Frewiously entered tidket information can be adited (Peneil icon) or deleted X icon)
A9 | Ticket
Kathi Traveler
Back Cortinue I
[ Autharization sk |

Ticket Mo

» Document Summary Jx

= Trawelar

See linerany 1 07502 AR 350.00 no

« Itinerary

» Ticketed Trans

1. Review and make any necessary changes to the ticketed transportation.

a. Click the Update icon L1 to edit Ticketed Transportation records for necessary
changes.

b. Click the Delete icon to delete Ticketed Transportation records, if necessary.

c. Click the Ticket button, in the For this Document You Can: area in the top
right, to add another ticket item if necessary.

2. Click the button, in the For this Document you can: area in the top right, or

click on the Expenses link, on the Document Toolbar on the left side of the page, if any
expense additions/changes are necessary. The Expense Entry page will be displayed.
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D. EXPENSES

[ Y 1 iment Dranaration

= Lodg

» Acoo

User: .
Expense Entry for ;
Kathi Traveler i .
e Quick Tip For this Document you can:
The Arrow icon indicates a required field. Click Save to save the cument expense and refresh the screen so a new expense can be
Kathi Travelar added. P uss uick Expense
[ Authorization: Date @ [orremaoz 5 Use Foreign Caloulstor
A0cf-0716TH-1 [LLIEERT]
= Lookup Credit Card Expenses
. Document Summary Expense Type [ =l
Expense Sava | Cument Expense
- Travel
ravelsr Description o |
= Itineran Miles Traveled l— Done IEntenng Expenses
« Ticketed Trans ’
Rate Selection -1 _Back| _continue |
» Ezpenses

= Totals Camments = O Raimbursable
- Comments
O Taxable
= Documant Status
Expense
= Parfarm Pre-Audits 5 Category
= Praview Document q H (P |
Method
= Export Document

= Close Document

ing/MEIE Rata
unting Cost @ Cost Options

“endor -

[Current Expenses
:

Action
f X 0752002 RENTAL CAR 150,00

Total: 150.00

Review and make any necessary changes to the expenses.
a. Click the Update icon L] to edit Expense records for necessary changes.
b. Click the X icon to delete Expense records.

Click the button, in the For This Document You Can: area in the top right,
or click the Lodging/M&IE link, on the Document Toolbar on the left side of the page, if
any Lodging or M&IE expense changes are necessary. The Lodging/M&IE page will be
displayed.

LODGING/M&IE

= Tota

Report ogout He MNnriment Prenaratinn
Lses Lodging/M&IE for
Kathi Traveler Quick Tip For this Document you can:
Traveler: An asteris %) in the Special column indicates that 3 condition has been selacted in the Advanced Lodging/MEIE window,

Kathi Traveler

[ Authoriz=tion Back I Continue

A0cf-OFTA5TH-1

= Document Summary

CE T = TS 2 A Ereia 5 [ b oo |
— 7 o7nsinz ] 20.00 80.00 2950 g0 /45
= Ticketed Trans 7 armenz B 29.00 0.00 4g.00 ga /45
- Expenses 7 ornziz | 20.00 80.00 45.00 g0 /45
¥ Lodging MEIE g? o0THBI2 i & 20.00 80.00 46.00 20148
+ Awcaunting 7 o712 @ B 000 000 34.50 0148

Reset All | Lodging and MAIE expenses

Lodying/M&IE Data

Is

1.

Review and make any necessary changes to the Lodging/M&IE data.
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2. Click on the Update icon L1 next to the date to modify lodging costs. The Update
Lodging and M&IE page is displayed.

Benort ngout

User:

Update Lodging and M&IE Expenses for _{(07/16/02)
Kathi Travelar Quick Tip For this document you can
Traveler: Forthis ladging day, you can edit specific actuals, leave data, meals provided status, lodging amount, and if desird apply these changes

fanuard using the apply through tool. Previous | Mest | Expense

Kathi Traweler Save I Expense Changes

[ Autharization: _
A0cF-0715TH-A Override | Lodging and M&IE
= Dacument Summary Close | withut Saving Changes
« Traveler Per Diem Rate: 99 /46
. Hinerary Lodging: [39.00 MI
« Expenses ™ tonference Alowance _Corf Infa
F LodgingMEIE Conference Rate:
- Totals [T Lodging

Limit: 0.00
nt Status [T Meals

= Perf Pre-Audits Breakfast: 0.00
Lunch: 0.00
Dinner: 0.00

= Preview Document

= Export Document Incidentals: 0.00
Leave Data
= Close Document
@ None
C annual
© ther

Hours: 0
Meals Provided

I Breakfast
I~ Luneh

I oirner

3. Click in the Lodging field and change the amount.

4. Click the Expense Changes button in the For This Document You Can: area in
the top right. The Lodging/M&IE page will be displayed again. Notice the amount did
not change. Note: The changes will need to be entered twice for the changes to take

effect. This is a Gelco known defect and we are currently working with them to
alleviate this situation.

5. Click on the Update icon L[] next to the date you need to modify. The Update
Lodging/M&IE page is displayed.

7. Click in the Lodging field and enter the amount.

8. Click the Expense Changes button in the For this Document you can: area in
the top right. The Lodging & M&IE page is displayed. Notice the amount did not
change. Note: The changes will need to be entered twice for the changes to take effect.

This is a Gelco known defect and we are currently working with them to alleviate this
situation.
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| etwp bepots oo wop . eeeeser—m——
sz Lodging/M&IE for
Kathi Traweler Quick Tip For this Document you can;
Traveler: An astarik () in the Special ealumn indicates that a condition has been selastad in the Advaneed LodgingfM&IE windan.
Reset All_| Ladging and MBIE expenses
Kathi Traveler
(3 Atherization: Back | _Cortinue |
A0cH-0715TH-A —
Lodging/M&IE Data
« Bosument Summary
pste [rewt JResion Lag Allowsd ] pecial o [L_Jo]
= Traveler /
23.00 89.00 3450
< linerary 07502 @
« Ticksted Trans F orenz ® 100.00 8a.00 4600
« Expanses 7 aririz @ B 29.00 80.00 4500 0148
Lodging/M&IE /- iy B 20.00 £0.00 46.00 80745
O EERURg) F orianz @ B 0.00 000 3450 80 rde
* Totals
« Comments
ey vepots oy gop . e
sz Lodging/M&IE for
Kathi Traveler Quick Tip For this Document you can:
Traveler: AN asterisk %) in the Spacial calumn indicates that a condition has baen selacted in the Advanced Lodging/MEIE windaw,
Reset Al | Lodging and M&IE expenses
Kathi Trawelar
[ Avutharization: Back | Cortinue
0cF.075TH-A —
Lodging/M&IE Data
« Dacument Summany
pes et [rapias P T N V2T N T [T
— - @ 23.00 59,00 3450 50748
« Ticketed Trans & ormemz B B 101000 69.00 4.0 69146
« Expenzes & ormzmz @ B 29.00 20.00 45.00 28/46
Lodging/M&IE  J— iy E 20.00 20.00 46.00 20496
pAeEy F v2nams @ 0.00 .00 34.50 50146
« Totals
« Comments

9. Click the button in the For this Document You Can: area in the top right.
The Master List of Other Authorizations page is displayed.

F. OTHER AUTHORIZATIONS

1. There are two ways to display the Other Authorizations page.

a. By clicking the button, in the For this Document you can: area in the

top right, of the Lodging/M&IE page as shown previously.
OR

b. By clicking the Document Summary link, on the Document Toolbar on the left
side of the page, and then clicking on the Other Authorizations Details link,
located beside the Accounting Summary area of the Document Summary page.
There is no direct link to Other Authorizations on the Document Toolbar on the left
side of the page as for all other areas within the document.

2. The following is a sample list of available Other Authorizations. To select a specific
Other Authorization for the document, click on it. The selected Other Authorization
will be removed from the list and will be placed at the bottom of the page in the Other
Authorizations for Current Document arca. This will allow entry of any additional
information required for approvals and/or will cause the document to be routed to a
specific reviewer/approver. See the Travel Manager 8.0 Agency Standard Procedures
Guide for more information.
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NOTE:

The Other Authorizations with a double asterisk (**) indicates that additional
information is required. After selection, the other authorization must be clicked on at the
bottom of the page to open a text area to enter additional information.

The Other Authorizations that are in UPPER CASE will cause conditional routing to
occur. For example, if I' CLASS MODE** is selected, the conditional
Approver/Reviewer will be added to the routing list when the authorization is
stamped/signed. Since there are double asterisks as well, additional information will need
to be entered.

Master List of Other Authorizations

AST CLASS MODE =

Aboard US Wessel *F

Actual Lodging ™

Actual ME&IE =

AIRCRAFT: COMTRACTOR QWWHED ™
AIRCREAFT: SEE REMARKS ™
BUSIMESS CLASS MODE ="

CONF LODEIMG ALLOWANCE - NASA SPONSOREDR
Conference Allowance - Mon MASA
Contract Hotel ™

COTR APFROWAL ™

Crriver or Pilot - 10 passengers ™
Excess Baggage ™

Extended Foreign/MHon-Foreign % ™"
Extended TOH

FOREI=H TRAVEL AUTHORIEED
Gov'tWehicle Authorized
INWITATIONAL TRAWEL =

LABOR hMANAGEMENT MEETING
Leawe or personal days taken ™
LOACOST/AOA MO COST ™

Lowest Price Contract Carrier Mot Used™
Military Personnel Lodging ™

Military Personnel Meals ™

hilitary Personnel Traveler ™
Hon Contract Aifare

Other 1 fadditional area for comments)

Other 2 fadditional area for comments)
Fassenger- Identify DrivernFilot =~
FEEMISSIWE TRAWEL

Ferl Pref: Commercial Transp.

Ferl Pref: Privately Cwned

Ferl Pref: Rental Acguired

POV Advantageous *F
FRE-EMPLOYMENT INTERWIEWYS
FEOZRAMMATIC TRAWEL =

3.  Click on Other Authorization from the list.
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4.  The item selected is listed at the bottom of the page in the Other Authorizations on
Current Authorization area.

Other Authorizations on Current Authorization

X Contract Hotel =

5. Click on the Authorization required. (For example: Contract Hotel as shown above.)
The Other Authorizations Remarks page is displayed.

Report Dgout He Nnciiment Drenaratinn

lrzm Other Authorization Remarks

Susie L. Smith % Quick Tip For this Document you can:

Traveler: Add orupdate remarks for the Other Authorization.
Save | Remarks
|> ,a,ﬁ::z;?fn- Contract Hotel = _Caneal | changes

R Remarks [y, provide hotel name, contract number, and confirmation number.

} Document Sumimary

= Traweler

= ltinerany

= Ticketed Trans

6. Click in the Remarks field and enter justification remarks.

Report Dyout He MNnciiment Drenaratinn

User: Other Authorization Remarks

Susie L. Smith Quick Tip For this Document you can:
Traveler: Add or update remarks for the Other Authorization.

Mﬁ“'_‘ Z{DE Contract Hotel =
IO ZS0on:
BRI Remarks fpotel name Savoy Suites ;I

» Document Summary contract number NASUW-1234

confirmation number CYBEBG
= Traveler

-
= Itinerany 5 »

7. Delete the initial preset remark “Must Provide”. The preset remark is sometimes
unnecessary and can make the printed authorization confusing. Note: If the preset remark
supplies fill-in fields, then fill in the blanks and do not delete the preset remark. Enter
remarks as instructed to justify the other authorizations.

Save | Remarks

Cancel I Changes

8. Click the Remarks button in the For this Document you can: area in the top
right. The Other Authorizations page is displayed again.

9. Click the button, in the For this Document you can: area in the top right, or

click on the Accounting link on the Document Processing Toolbar on the left side of the
page. The Available Accounting Codes page will be displayed.
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G. ACCOUNTING

Setup Reports __Logout Help Nnriiment Prenarating
User: H -
Available Accounting Codes for
Kathi Traveler Quick Tip Far this Document you can:
Traveler: Onee twa or more accounting codes are selected, the Allocation button is enabled.
28 ew Acoounting Code
Kathi Traveler Enter Search Criteria "
[ Authorization: _Esok | _continue |
A0ef-0F15TH-1 Accounting Code I Search Retrieve

+ Document Summary

+ Traveler Master Accounting Codes Clid unting Label to add to Dacument
+ Hinerary Search Results Frew 10 Hexd 10
) Organization Classification Code
+ Ticketed Trans
10-02-AA30  AA30.. .. 10.02.41. . AA00

+ Expenses
+ Lodging/M&IE

Accounting
= Totals
» Comments
» Document Status
» Perform Pre-Audits
+ Freview Document
+ Export bocument
o (el ersumer Accounting Codes for 10ef0715TX1 Bz e (e T

Clusificdion Cods Eatended Code

F % nnn 10-02-A410 AAI0. . 100241, AR Estended

ﬁ Edit x Delete

1. Review and make any necessary changes to the accounting codes. Use the retrieve
process described below in steps a. through c. to add another account code if necessary.

a. Click in the Accounting Code field under the Enter Search Criteria area and enter
the new accounting code label.

b. Click the button next to the Accounting Code field to list it in the Master

Accounting Code area.

c. Click the label in the Master Accounting Code list to place it in the Accounting
Codes for this Document area at the bottom of the page.

d. To add or delete accounting codes, call the Help Desk.

2. If more than one accounting code is funding the travel, an Allocate link will be displayed
at the bottom of the page to the right of the Extended Code column. Click on the
Allocate link to review the allocation of expenses to ensure proper distribution of funds
to the correct account code.

3. Click the button, in the For this Document you can: area in the top right, or

click on the Totals link on the Document Toolbar on the left side of the page. The Total
Details page is displayed.
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H. TOTALS
Setup  Reports  Logout  Help Document Preparation
User:

TotalDetailsfor ___. _. __ ... _
Kathi Traveler g} Quick Tip For this Document you can:

Traveler: Click the View Advances for Document to add or update an advance. T —————
1athi Traveler Total Estirnated Expenses: 1.063.00 Back | Continus
Autharization Computed Advarce Authorized: 0.00

10cf-0715TH-1 Advance Requested: 0.00

= Documant Summary
= Traweler

= Hinerany

Expense Category Details

= Ticketed Trans

= Expenses

COM.CARIER 10-AR 10-02-4A10 350,00
= Lodaing/M&IE LOuGING 10-AA 10-02-AA10 266,00
= Accounting MEIE 10-48 0024410 207,00
» Totals RENTAL CAR 10-AR 10-02-A4810 150.00
- Comments

= Document Status Expense Category Advance Details

= Perform Pre-Audits

Expense Category

= Previgw Document

1.

The Expense Category Details area, in the middle of the page, shows the allocations of
funds by expense category. An account label in the Expense Category Advance Details
area shows if an advance has been requested.

Click the button, in the For this Document you can: area in the top right, or

click on the Comments link on the Document Toolbar on the left side of the page. The
Comments page will be displayed.

I. COMMENTS

Comments for
Quick Tip For this Document you can:

Click Apply and preset comments are inserted into the Comments field. Comments can also be typed directhy into the comments field. Comments apply 2ppl Praset Comments
to the entire document. £y

Comment _Save | Comments
ammErts foucher due § davs after completion of your trip. d
Contract hotel became available. Back I Continua
Close I without Saving Comments

v
[ | 3

Click in the Comments field under the existing comments. Enter the detailed description
of the reason for the amendment.

Click the Comments button in the For this Document you can: area in the top
right. The Document Summary page is displayed.

On the Document Summary page, click the Document Status link on the Document
Processing Toolbar on the left side of the page. The Status page is displayed.
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J. DOCUMENT STATUS

Setup  Reports  Logout  Help Document Preparation
User: St
atusfor ___. _.__..._
Kathi Traveler Quick Tip For this Document you can:

Traveler:

Kathi Traveler
[ Autherization:
A0cf-0715TH-1

= Document Summany
= Traveler

= Itinerary

= Ticketed Trans

= Expenses

= Lodging/MZIE

= Accounting

= Totals

= Comments

¥ Document Status
= Parform Pre-Audits
= Preview Document
= Export Document

= Close Document

e

The Signature PIN is case sensitivel

Stamp | and Submit Document
Adjustments | Go To Adjustments

Back | cortinue |

Status to Apply |SIGNED -

Signature PIN |

Rermnarks
4

Document Routing

Thiz iz the routing path the cument document will take one

Mame
Kathi Traveler SIGNED Ll

Document History

T .S 77

DaterTime
D8/06/2 6:59AM EST CREATED Kathi Traweler

The Status to Apply is set at SIGNED. This is the default status. DO NOT CHANGE

THIS VALUE.

Click in the Signature PIN box and enter the PIN.

area in the top right. The Pre-Audit Results page is displayed.

K. PERFORM PRE-AUDITS

Setup Reports

User:

Kathi Traveler
Traveler:

Kathi Travaler
[> Awtharization:
10c4-0715TH-1

= Document Summany
= Trawaler

= Itinerany

= Ticketed Trans

= Expenses

» Lodging/MEE

- Accounting

= Totals

= Comments

= Document Status

¥ Perform Pre-fudits
= Freview Document
= Export Document

= Close Document

Logout

Click the and Submit Document button in the For this Document you can:

Help

Document Preparation

Pre-Audit Results for __ _

g

Docurnent Narme:

Quick Tip

Click the Magnitying &lass icen te view detail somments for each audit process.

For this Document you can:
Close | Fre-Audit Results

AOch07 15T X1
Authorization
Traveler, Kathi
PASS

Type:
Traweler:

Status:

Pre-Audit Results

Audit Process Comments

@ACTUALS E=IST PASS
@APPRDVED B TRAVELR1 PASS
@ AFFROVED BY TRAVELRZ PASS
@ APFROVED B TRAVELR3 PASS
@ CASH ADVANCES EXIST PASS
@ CONFERENCE ALLOWANCE PASS
@ DAILY EXPENSE THRESH PASS
@ EXF CATEGORY USED PASS
@ EXF CATEGORY USED1 PASS
@ EXF CATEGORY USEDZ PASS
@ EXFENSE CATEZORIES PASS
@ LAUNDRY/DRY CLEANING PASS
@ LEAVE EXISTS PASS
@ MILITARY FPERSONHEL PASS
@NDN CONTRACT AIRFARE PASS
@ OTHER AUTHORIZATIONS PASS

d

1.

Review the Pre-Audit Results for the amended authorization.
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2. If any audit fails, the word ‘FAIL’ will appear in the Status column. A comment
describing the failure will appear in the Comments column. A ‘FAIL’ is a flag to draw
attention to a particular area of the document to ensure the user has entered and reviewed
the data correctly.

NOTE:

If changes are necessary to the document prior to signing click the Pre-Audit
Results button in the For this Document you can: area in the top right. The
document will not be signed and will not route. The document can be modified
without adjustment at this time.

If an Audit Process needs explanation, click the Pre-Audit Results button in
the For this Document you can: area in the top right. The Comments page will be
displayed and the explanation may be entered in the text box.

10. Click the Stamping the Document button in the For this Document you

can: area in the top right. The document is complete and has been routed.

An e-mail message will be sent to the first person in the routing list stating indicating that a
document requires attention in the Travel Manager System.

NOTE:

The authorization is approved when the final person in the routing list has stamped the
document.

E-mail is sent to the Traveler to confirm the document has been processed.

VI. CREATE A VOUCHER FROM AUTHORIZATION

A. CREATE A NEW DOCUMENT

a. Click the Create a New Document link on the Document Toolbar on the left side
of the page. The New Document page is displayed.

Setup  Reports  Logout  Help Document Preparation
TR New Document
Susia L. $mith Quick Tip For this Document you can:
Traveler: % To select a traveler, click an the EID or Traveler Name logkup buttan.
Add Trawveler Ito Travel Manager
Diocumes Aito Name Itms Document
* Create a New . ot Name @
Document ocument Hame B | Create | this Decumen t
[» Open Existing Document EEITY [El
[» Rewiew Documents Traveler Name [El
[» Delete Dacuments
[ Copy Dosuman t
[» Import Documents
. . .
b. Select Voucher From Authorization from the Document Type pull down list.
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Waucher from Authorization j

Authorization
“Woucher
Lacal Woucher
Amendment

C. Click in the Document Name field.

d. The Traveler Listing (Voucher from Authorization) page is displayed.

Setup  Reports  Logout  Help Document Preparation

User;
Traveler Listing (Voucher from Authorization)

Susie Smith

Traveler: Quick Tip
Twpe one or more letters of the travelers last name and click Search

Then, click the travelers name to list all documents
¥ Create a Hew

Document Enter Search Criteria
[> Dpen Existing Document
\‘\\§ Review Documents Last Name |

[> Delete Documents

| @ery Pemmmai Search Results Prewan  Next a0
[> Import Decuments

e. Click in the Last Name field under the Enter Search Criteria area and enter the last
[ Search ]

name of the Traveler (or a portion of the name). Click the
Last Name field.

button, beside the

f. The Traveler Listing (Voucher from Authorization) page will be displayed with a
list of Traveler’s names. Use the Prev 40 or the Next 40 link, located in the Traveler
List area, if necessary to scroll through the list of travelers.

Setup ___Reports L ogout Help NDoriment Prenaratinn
-
User: I—
Traveler Listing (Voucher from A
Center ADMIN
Traveler: Quick Tip
Type one or more letters of the travelars last
name and click Search. Then, clids the trawelers
b Create a New name to list all decuments.
Document
[ Open Existing Document Enter Search Criteria -
[ Feview Documents
LastName frveler
[; Delete Documents
[+ copy Document Traveler List yio slak]
S b Result: Ei A0 et 40
[» Import Bocuments —— -
Name
TRAVELER, AHDY A00-00-0004
TRAVELER, ANGELA 100-00-00141
Traveler, Anthony A00-00-0074
TRAWELER, BA 100-00-0104
TRAVELER, BARBARA 100-00-0042 -
| | v

g. Click the Name link of the desired traveler in the Traveler List area on the left side of
the page. A list of authorization documents is displayed in the Document List in the
Document Search (Voucher from Authorization) area on the right.
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Setup Reports L ogout Help Nnriiment Prenaratinn
User: —
Cantar SO Traveler Listing (Voucher from A || Document Search {(¥oucher from Authoriz:
entar
Traveler: Quick Tip i Click on an entn
Type one of more letters of the travelers last .
name and click Search. Then, clid the travelers Traweler: Kathi Traveler
F Create a New name to list all documents. I:Z'-:--:=urn-'=nt Name m
Document Bl authorization 10-CFAI-10FL 03002 ADJUSTED

Open Existing Document F iteri; —
" : Enter Search Criteria @ Authorization 10-CFBOS-20MC 0820402 MET APPROVED

Fewview Documents
4 Last Narme Itraveler B Authorization 10-CFBOB-11NY 0311102 CREATED

Traveler List

[» Delete Documents [E) Authorization 10-CFBO7-20DC 072002 SIGNED

[» Copw Document

|> s Bt Search Results Prew 40  Hest 40 @ Authorization 10-CFBOT-1SHT 0741502 :G.I—S::EL
_ @ Authorzation 10ef0718TX4  OTHE0Z CREATED
TRAVELER, ANDY 100-00-00014
TRAVELER, AHGELA 100-00-0011
Traveler, Anthory A00-00-0074
TEAVELER, BA 100-00-01041
TREAVELER, BARBARA 100-00-0012 -

h. Click the Document icon [=| next to the desired authorization from the list. The New
Voucher From Authorization page is displayed.

NOTE:

A document is ‘edit locked’ when an asterisk (*) is displayed in the ‘IN USE’ column on the
right side of the list. The document cannot be selected until the edit lock has been removed.
ONLY the user who caused the edit lock can remove the edit lock or you can contact the
Help Desk (301-614-7097/ 4-7097).

Setup  Reports  Logout  Help Nocument Prenaration

Brzir New Youcher from Authorization

Center ADMIN % Quick Tip For this Document you can:

Traveler:
Add Traveler |to Travel Manager
Auto Wame |this Document

To select a traveler, click on the EID or Traveler Mame lookup button,

Document Type @I‘u"oucher from Authorization ;I
" Create a New

Document Hame @ |‘1D-CFEID?-15NC

Document Create Ithis Document
|} Cpen Existing Document 55"@'25453.?54‘9 E|4
[ Review Documents Trawveler Mame  Traveler, Kathi El(

[ Delete Documents
[+ Copy Document

[ Import Documents

i. Click the this Document button in the For this Document you can: area in the
top right. The Itinerary Information page is displayed with the data that was entered on
the authorization.
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B. ITINERARY

Setup  Reports  Logout  Help Nocument Prenaration

User: Itinerary Information for | r

For this Document you can:

Center ADMIN Quick Tip

Traveler: The Begin Travel and End Travel fields must be completed before a per diem location can be added.
Remember to save your itineran before continuing. &I tinerany
Kathi Traveler " |
[ Woucher: 10-CFAQS-10FL ﬂl Eoninue

» DEETER Sy Trip Information
= Trip Humber
) Travel Authorization 3% 200008 Auth Date [D30B/2002

Traveler Murnber

[mmdddiyyy]
¥ ltinerary Purpose | MEETING = Type ISINGLE -]
= Ticketed Tranz
;I Trip No 1

Description
= Expenses
Lodging/M&IE =
= Lodging,
4 12

= Accounting

= Totals 7
Departure and Return Information
= Comments
Begin Travel I— N Depart
= Document Status 0841042002 RES:, I I
[mmiddtyppy] D Depart I Selection z
= Ferform Pre-Audits
End Trawvel I— ; Return lﬁ
094252002 - RES: . : -
= Preview Document (mmiddtyyyy] ° ] meturn I Selection
= Export Document Trip Duration IMuItipIe days vl

Close Document Camments J
a
ol
| - Fresat
Per Diem Locations

I- Replace ALL lodging and M&IE irformation on this docurment. Add Location |

(f x 0aM002 ORLANDO NAVAL & MC RESERVE CTR.FL 09120z —

1. Review and make any necessary changes to the itinerary page.

NOTE:

If Itinerary dates or Per Diem locations change from what was authorized, it is better to
amend the authorization prior to vouchering.

a. Click the Update icon [¢] to edit Per Diem Location records for modifications.
b. Click the Delete icon to delete Per Diem Location records.

c. Click the |_#dd Location Ibutton, in the Per Diem Locations area at the bottom of
the page, to add another per diem location to the document.

2. Click the Itinerary button, in the For this Document you can: area in the top
right, to save the itinerary to the database.

3. If the dates or the locations have changed, click on the checkbox to place a “\” in the box
next to Replace ALL lodging and M&IE information on this document in the Per
Diem Locations area at the bottom of the page. Travel Manager will recalculate the
Lodging and M&IE on the voucher.
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NOTE:

It is important to click the Itinerary button, in the For this Document you
can: area in the top right, prior to clicking on any other button or link. Data may be
lost if it is not clicked before going to other pages in the document.

4. Click the button in the For this Document you can: area in the top right. The

Ticketed Transportation page is displayed.

C. TICKETED TRANSPORTATION

Setup  Reports  Logout  Help Nocument Prenaration

Wiz Ticketed Transportation for Voucher __ _._ __ __ _

Center ADMIN Quick Tip For this Document you can:
Traveler: To enter ticket information, click Add. Previously entered ticket information can be edited (Pencil ot | Ticket

icom) or deleted (X icon).

Kathi Traveler Backl Cortinue |

[ woucher: 10-CFAQS-10FL

= Document Summary Ticket No

« Trip Number 7R See Itinerary 1 n9M002 AIR 285 .00 no

= Traweler
= [tinerans

} Ticketed Trans

= Expenzes

1. Review and make any necessary changes to the ticketed transportation.
a. Click the Update icon | to edit Ticketed Transportation records for modifications.
b. Click the X icon to delete Ticketed Transportation records.

c. Click the Ticket button, in the For this Document you can: area in the top
right, to add another ticket to the document.

2. Click the button, in the For this Document you can: area in the top right, to

continue processing the voucher. The Expense Entry page will be displayed.
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D. EXPENSES

Setup  Reports  Logout  Help Nocument Prenaration

-

User: I—
Expense Entry for
Center ADRIN

Traveler: Quick Tip
The Arrow icon indicates a required field. Clide Save to save the curent expense and

For this Document you can:

Vathi Traveler refresh the screen so 3 new expense can be added. [ Use Quick Expense
[> woucher: 10-CFAQS-10FL [ Mdfnate] 0 [ngrozonz T Foreign Calculstor
mmdddiyyy [
= Document Summany Expense Type I ;I Lookup Credit Card Expenses
= Trip Humkb
fip HumEEr Expense @ I Save ICune nt Expense
= Traveler Description
= ltinerany Miles Traveled I M Entering Expenses
o Tieted Tooms Rate Selection | - | _Back| _continue |
F Expenses fate I—
= Lodging/MEIE
= Accounting Cost @ I
 Totals Comments ;I [ Reimbursable
= Comments 0O Taxable =
= Document Status Expense
= Perform Pre-Audits vI Categary
Fret
= Preview Document | ‘ Method ;I

= Export Document

= Close Document

F % ooromooz RENTAL CAR 150,00

Total: 150.00

1. Review and add or make any necessary changes to the expenses.

a. Click the Update icon L] to edit any Current Expenses records for modifications.
b. Click the Delete icon to delete any Current Expenses records.

2. Select the expense(s) from the Expense Type drop down list to add an expense.

NOTE:

A screen refresh will be done after each expense is selected. The system will fill the
appropriate fields with data for the expense.

a. Click the Current Expense button in the For this Document you can: area
in the top right. The Expense Entry page is reset. The saved expense is listed under
the Current Expenses area at the bottom of the page.

3. Click on the Use Quick Expense link in the For this Document you can: area in the top
right, to add expenses quickly. The Quick Expense Entry page is displayed.
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E. QuicK EXPENSE ENTRY

Setup Reports  Logout Help Nocument Prenaration

-

User:

Quick Expense Entry for

Center ADKIN For this Document you can:

Traveler: Quick Tip
Enter up to 10 exp at onee. Previoushy enterad exp can be edited (Pencil icon) or delated (X
Kathi Traveler teenm): Save IExpenses

[ woucher: 10-CFAQS-10FL

Done I Entering Expenzes

= Document Summany

« Trip Numbar Quick Expense Entry

= Export Document

= Close Document Current Expenses
Actio Amount

091042002 REHTAL CAR 150.00

Total: 150,00

I —— e fpate ] Cor
« Minerary 1 BE [oeranz [ = I B |
= Ticketed Trans 2 @ IDQMU!OZ I LI I I El‘ I
F Expenses -

« Lodging/MEIE s BE Joarionz | = | 5
- fEEiRg 2 BE fowonz [ =T | B |
3 UEHS s BE [osromz [ =1 ] I B
. Comments i

= Document Status s BE [ooronz | = | B |
« Parform Pre-Audits 7 BE [ooranz | = I E
+ Freview D t .

rewiew Do U men : BE [eariomz I ;I I I B! | LI

NOTE:

Use Quick Expense to ADD expenses. Do not use Quick Expense to modify expenses.

1. The page is divided in half. Each halfis scrollable. The top half contains 10 rows for
quick expense entry. The bottom half displays a list of current expenses that are on the
document. Review the dates to be sure they are correct. If not,

Select expense from the Expense Type pull down list.
b. Click in the Cost field and enter dollar amount.

c. Click the Copy Expense icon =1 to copy the expense from one row to row another.

d. Click the Expenses button, in the For this Document you can: area in the top

right, to save the information.

2. The additional expenses will be displayed in the Current Expenses area at the bottom of

the screen.
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Auction _ Expense
ff x O3/26/2002 FPERSONAL CALLS-DOMESTIC .00
F %  ozmemonz TR 15.00
ff? m 03/26/2002 TAx] 20.00
ff? x O3/26/2002 TIPS FOR TAXILIMO 2.00
ff? x O3/E7iZ002 TAx 15.00
gf? x O3/Z7iZ002 TIPS FOR TAXIKLIMD 4.00
gf? x 033042002 TAx 30.00
gf? x O3/30/2002 TIPS FOR TAXIKLIMD .00
Total: 93.00

3. Review and make any necessary changes to the expenses.
a.  Click the Update icon Ll to edit any records for modifications.
b.  Click the Delete icon to delete any expense records.

4. Click the Expenses button in the For this Document you can: area in the top
right, to save the information.

NOTE:

If after saving the expenses by clicking the Entering Expenses button, a pop-up
window is displayed stating that there are no expenses, click OK in the pop-up window and
the Document Summary page is displayed. Click Cancel in the pop-up window to return
to the Quick Expense Entry page.

ifmptrel.ifmp.nasa.gov - [JavaScript Application]

“ou have not entered any expenses, would you like to continue?
Thiz will 2end you ta the Document Summary Screen.

0,3 Cancel

6. Click the Lodging/M&IE link on the Document Toolbar on the left side of the screen.
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F. LODGING/M&IE

[ ¥oucher: 10-CFADS-10FL

Setup Reports  Logout  Help Nocument Prenaration
e Lodging/M&IEfor __ _. . __ ___ _
Center ADMIN Quick Tip For this Document you can:

Traveler: An asterish (%) in the Special column indicates that a condition has been selected in the
Advanced Lodging/MEIE window,

Delete All |L0dging and M&IE expenzes

Kathi Traveler

= Document Summany Lodging/M&IE Data

= Trip Humber [pat=~~ [pelete d Fer Diem Rate
« Traveler F ooz 0 0.00 0.00 31.50 a5 /42

: :Iir:er::ﬂ Trans ﬁ peroz @ e e o —
Expences F ooz @ 0.00 0.00 31.50 05 142

¥ Lodging/M&IE

1.

Lodging costs are zero on the voucher unless actuals or overrides were entered on the
authorization.

a. To reset all actuals or overrides that were entered on the authorization back to the per

diem rates click the Lodging and M&IE expenses button, in the For

this Document you can: area in the top right, if actuals or overrides were not
incurred during the trip.

b. The button, in the For this Document you can: area in the top right, goes

to the Available Accounting Code page.

c. The button, in the For this Document you can: area in the top right, returns to
the Expenses Entry page.

d. To delete a specific Lodging/M&IE record, click the Delete icon of the desired
record. The lodging costs will be zeroed rather than reset.

E

e. To copy lodging costs from one line to the lines below, use the Replicate icon

f. Use the Update icon L1 to edit the Lodging/M&IE records. The Update Lodging
and M&IE Expenses page is displayed, corrections can be made on this page.

2. Click on the Update icon L] of the first Lodging/M&IE record to be edited/modified.

The Update Lodging and M&IE Expenses page is displayed.
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Setup  Reports  Logout  Help Nocument Prenaration

e Update Lodging and M&IE Expenses for (09/11/02
Center ADMIN % Quick Tip For this document you can

Traveler:
Prenvious I Me:xt I Expense
Save I Expenze Changes
Owverride |Lodging and MEIE

Clo=e | Without Saving Changes

Forthis lodging day, you can edit specific actuals, leave data, meals provided status, lodging amount,
and if desired apply these changes fonvard using the apply through tool.

Kathi Trawveler
[ voucher: 10-CFADS-10FL

= Document Summa i
o Lodging
= Trip Humber

Per Diem Rate: 95742

= Trawvelar Lodging: IDDD— Options |
= ltinera
i Conference Allowance Joarrimz =]
= Ticketed Trans
= Expenses [T corference Allowance | Corf Info
_ Corference Rate:
+ Lodging M&IE
= Accounting
- Totals [ Lodging
. Comments l_ Limit: 0.00
teals
= Document Status Erealdast: 0.00
= Perform Fre-Audits Lunch: 0.00
= Preview Document . Dinner: 0.00
Incidertal=s: 0.00
= Export Document Leave Data
= Close Document
[l MNone
s Annuzl
s Other
Hours: O
Meals Provided
I_ Ereakfast
I_ Lunch
I- Dinner

3. All changes made to the Update Lodging and M&IE Expenses record can be applied to
any or all records from the date displayed by changing the Apply Through Date value
below the For this Document you can: area in the top right. The changes made on the
displayed day will be made to all days through the date entered. Note: If information is
changed for each individual day, the changes will need to be entered twice for the
changes to take effect. This is a Gelco known defect and we are currently working with
them to alleviate this situation.

a. To override any Lodging and/or M&IE costs, click the Lodging and
MA&IE button in the For this Document you can: area in the top right. This is used
for extended travel that is greater than 30 days.

b. Actuals may be entered by clicking in the Lodging and/or Meals check boxes within
the Actuals area of the Update Lodging and M&IE Expenses page. Specific costs
may be entered for meals and incidentals. The lodging actuals amount should be
entered in the Lodging field within the Lodging area.

c. Ifleave is taken during the travel period, it can be indicated in the Leave Data area.
The number of leave hours will default to what has been set for the traveler. If 4
hours or more of leave is taken, the meals and lodging costs will be deducted from
that day’s expenses. (** If exactly 4 hours are taken, enter 4.01 in the leave data
hours field. Regulations have changed, and this must be done for Travel Manager
to calculate properly. Otherwise enter the amount of hours taken.**
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d. Ifthe traveler does not pay for a meal, the appropriate box should be marked to
indicate the cost of the meal(s). Travel Manager will deduct the cost for the meal(s)
for the date and location.

e. Expense and Expense buttons, in the For this Document you can:

area in the top right, will go forward to the next day or back to the previous day’s
Lodging and M&IE record.

4. Click in the Lodging field and enter lodging cost incurred.

5. Click on the Apply Through Date if lodging cost is the same for the entire trip.

6. Click the Expense Changes button, in the For this Document you can: area in
the top right. The Lodging/M&IE page is displayed again showing all lodging and/or
M&IE changes made. Notice the last day has no lodging amount, as this is the return
day.

Setup  Reports  Logout  Help Nocument Prenaration

User: Lodging/M&IE for . . ... __. _

For this Document you can:

Delete All |L0dging and M&IE expenzes

Center ADMIN

Quick Tip
Traveler: An asterish (%) in the Special column indicates that a condition has been selected in the
Advanced Lodging/MEIE window,

Kathi Traveler
[ ¥oucher: 10-CFADS-10FL

= Document Summary Lodging/M&IE Data
= Trip Humber Jelete  |Replicate d Per Diem Rate
= Traveler ﬁ?DQHD!OZ
= ltinerany
ﬁDQHﬂOZ
= Ticketed Trans
I‘.‘?DQHZ.'OZ

= Expanzes

* LodgingMEIE

7. After all changes are made, click the button, in the For this Document you

can: area in the top right, to continue processing the voucher. The Available
Accounting Codes page is displayed.
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G. ACCOUNTING

Setup  Reports  Logout  Help Nocument Prenaration
i ilabl i des f
Available Accounting Codes for
Center ADMIN Quick Tip For this Document you can:
Traveler: Once two of more accounting codes are selected, the Allocation button is enabled. Change I ta A Differant Organization
Kathi Traveler Enter Search Criteria Addl Hew Accounting Code
[ vaucher: 10-CFADS-10FL
#ncounting Code Search | Retriewve | Eack | Continue |

= Document Summany

= Trip Humber

Master Accounting Codes cli unting Label to add ta

= Traveler
Search Results Prew 10 Hewxt 10

= Itineran Organization C

= Ticketed Trans 10 10-02-AA30 AA30. ... 10,02, 41, . AAOD.

= Expenzes

= Lodging/MEIE

+ Accounting

= Totals

= Comments

= Document Status

= Perform Fre-Audits

= Preview Document

Accounting Codes for 10-CFAD9-10FL item to edit'delete it

= Export Document Oreimty
Drganization ahe catio
= Close Document
TR 0 A00Z-AA30  AAZD. . A0. 02, 41, . AA00, Extended

ﬁ Edit X Delete

1. Review and make any necessary changes to the accounting code information.

NOTE:
All Labels for Accounting Codes begin with the Center ID number and a — (hyphen).

a. Click the Update icon L1 to edit any Accounting Code records for modifications.
b. Click the Delete icon to delete any Accounting Code records.

2. To add another account code.
a. Ifthe account code desired is not initially in the Master Accounting Code area.

i.  Enter the appropriate account code in the Accounting Code field.

ii.  Click the ‘E button.

ii.  Ifthe account code is valid and available to the traveler, it is listed in the
Master Accounting Codes list.

iv.  Select the label from the Master Accounting Codes area at the top of the
page to add it to the Accounting Codes for the Document area at the bottom.

b. If the account code is in the Master Accounting Code area.
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1.

ii.

The button will search the accounting codes listed under the Master

Accounting Codes area.

Select the label from the Master Accounting Codes area at the top of the
page to add it to the Accounting Codes for the Document area at the bottom
of the page.

3. Click the Allocate link, to the right of the account code, if there is more than one
Accounting Code record. The Accounting Allocation Summary page is displayed.

Setup Reporis
User:

Susie L. Smith
Traveler:

JOHN DOE

= Document Summary
= Trip Number

= Traveler

= Itinerary

= Ticketed Trans

= Expenses

= Lod 't E

[ Woucher: 93-XX03-28AL

Logout Help

Accounting Allocation Summary for

Quick Tip
Expenses can be allocated by expense type, percent, date, expanse category, of amount.

Accounting Allocation Summary

COM.CARIER

se Category

Amount

260.00

COM.CARIER

Document Preparation

For this Document you can:

Close I Allocation Screen

LODGING

0.00

LODGING

F Accounting

= Totals

= Commants

= Document Status
= Parform Fre-Audits
= Preview Document
= Export Document

= Cloze Document

hZIE

53.00

&I E

OTHER

0.00

OTHER

FERS0OM CALL

5.00

FERSON CALL

TAXNTIPS

22.00

TAXUTIPS

COM.CARIER

Expense Category Allocation Breakdown for '99-XX34321"

0.00

LODGING

244.00

MEIE

28.00

OTHER

0.00

PERSOMN CALL

0.00

TAXKTIFS

0.00

4. Review the funds distribution and make any necessary changes.

5. Click the Allocation Screen button in the For this Document you can: area in
the top right. The Available Accounting Codes page is displayed.

6. Click the button, in the For this Document you can: area in the top right, to
continue processing the voucher. The Total Details page is displayed.

7. 1f there are multiple Accounting codes for the document, the following pop-up message
QK i

window displays as a reminder to allocate funds. Click the button in the
message window if the funds have been distributed to the proper accounting labels. Click

iz I . .
the o= button in the pop-up message window to return to the page to allocate.
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ifmptrylifmp.nasa.goy - [JavaScript Applicatio

‘fou have selected multiple Accounting codes For this dacument,
Click CAMCEL to allocate expenses or click QK to conkinue?,

(o] 4 I Cancel

H. TOTALS
Setup Reports  Logout Help Document Preparation
e Total Detailsfor . .
Eenfien A % Quick Tip For this Document you can:
Traveler: If neceszary, enter changes and click QK.
M Mew Taotals for Document

Kathi Traveler 0
Eack Cort
[ ¥oucher: 10-CFAD9-10FL el | ortinue |

= Document Summany

Trip Numb
= Inip Number Total Expenses: 550.00
= Traveler Mon-rei mbursable Expenses: 0.00
= [tinerany

= Ticketed Trans Total Armourt Clairmed: 550,00

= Expenzes

o Lodghgiils Gow't Advance Outstanding: ID.DD

= Accounting

Gov't Advance lizd: ID.DD .00
» Totals e

= Comments

= Document Status Met to Trawveler: 550.00

= Perform Pre-Audits (Due o't if negative)

Expenses on Gow't Charge Card: 0.00
= Preview Document

0 . I
- B B Add'| Gow't Charge Card Payment: |0.00

= Close Document

Total Gow't Charge Card Arnourt: 0.00
Fayto Gow't Charge Card: 0.00
Payto Trawveler: 550.00

Expense Category Details

£ e Categony Organization s nt Label
1 COM.CARIER 0 A0-02-A430 205600
1 MEIE 0 A0-02- 24320 105.00
1 RENTAL CAR 0 A0-02- 24320 150.00

1. Review the details of the expense categories and the net due the traveler.

2. Click the button, in the For this Document you can: area in the top right, to

continue processing the voucher. The Comments page is displayed.
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I. COMMENTS

Setup Reports  Logout Help Document Preparation
Wisere Comments for
Canter ADMIN Quick Tip For this Document you can:
Traveler: C.IickAp.pIy and preset comrr\ents are inserted into the Comnj\entsfield. Comments can also be typed Apply | Piaes Bommmems
directly into the comments field. Comments apply to the entire document.
Kathi Trawveler Save | Comments
[ Woucher: 10-CFADS-10FL Camments =]
Eack | Continue |
= Document Summane
= Trip Humber Close I without Saving Comments
= Traveler
= [tinarany

= Ticketed Trans _Iﬂ
= Expenzes | .

= Lodging/MEIE

1. Review and make any necessary changes to the comments. Identify any changes to the
expenses that were authorized, not the regular expected expenses that are being added to
the Voucher.

2. The comments assist the Approvers and Auditors in processing the voucher.

NOTE:

The Preset Comments button in the For this Document you can: area in the
top right, will delete any comments that are in the field.

3. Click the button, in the For this Document you can: area in the top right, to

continue processing the voucher. The Status page is displayed.

J. DOCUMENT STATUS

Setup  Reports  Logout Help Document Preparation

User:
Statusfor

Center ADMIN Quick Tip For this Document you can:

Traveler: The Signature PIN iz case sensitivel
Stamp I and Submit Document
Kathi Traveler
[ ¥oucher: 10-CFADS-10FL Backl EEriimue I
= Document Summane
Status to Apply | A TRAVEL AGENT =~

= Trip Number
o Traweler Signature FIN |

= [tinerany
= Ticketed Trans Remarks
= Expenses 1

= Lodging/M&IE

B

= Accounting

= Totalz

Document RIJllting This is the routing path the current d entwill take o

Traweler, Kathi SIGHNED a

= Comments

Document Status
= Perform Pre-Audite

Document History

= Preview Document : nf]
b ate/Time ptatus ____________JName

080602 5:.03AM EST CREATED Center ADMIN

= Export Document

= Cloze Document
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1. The Status to Apply is set at SIGNED. DO NOT CHANGE IT.

2. Prior to stamping the document, click the Document Summary link, on the Document
Toolbar on the left side of the page, to view a summary of the document. The Document
Summary page is displayed.

K. DOCUMENT SUMMARY

1. Review the Document Summary.

2. To print the voucher.

a. Click on the Preview Document link on the Document Toolbar on the left side of the
page.

b. The browser will launch a new window over the existing window. Use the scroll bar
to see the additional pages.
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03704402 VOUCHER | Vvoucher: 99-KX03-26AL
ERAGE 1 #+ Read Privacy Act Cn Last Fage %+ | TA Num: 99-XX200013

1] MAME. DOE, JOHW . ZEN: 122-33-0001

ACCR: PHCOHNE :

MAIL €O
Resldence, USA 12145 ORG: o0o-XX
TITLE:

DUTY : NASA TZ: & SEC CLR:

RES: Real ce, USA CARD: CARD HOLDER

HOURS: @&

Prapar=d By Vicky Preparer Dest Code o9
2] FROM e TA NUMEER TA DATE TRIF PURPOSE TRIF TYFE
03 /265/2002

0343072002
BS-XX200013 03,/04,/2002
TRAINING SINGLE

3] GTRSTICKET MO TALUE CR CLS DATE FROM T
Esa Itinerary 1 350.400
4] ACOOUNTING CLASS CODE TRIP 1 TRIP 2 TRIF 1 5) FINAMCE OFFICE
90-XX1Z2345 52£.00
11111112345, .1234..99.02.42.00. XX . ABC
909-XX54321 32Z.00

11111154321 . .1234..599.02.42.00 . XX .ABC

6] HON- REIMBURSAELE EXPENEES -------------------

TOTAL AMOUNT CLAIMED ==--=--==-==-cs=meammnnnes 95E.00
ADVANCE OUTSTANDING ----- 332.00
ADVANCE APPLIED --------- 332.00 312.00
NET TO TRAVELER [GOWT] - ---- - oo - mmmmmmo e oo oo 52E.00

=Copyright 1598 Gelco Informaticn Network GSD, INC.sssssssssstessssssssssssssmas
I certify that this Voucher is true and correct to the best |[8)

of my knowledge and belief  and that payment or credit has VOUCHER HO:

nct b=an recelved ]:l}" me. I hEl'ED}" assign the United Statas
any right I may have against any parties in connection, with| SCHEDULE HO:
Teimbursable transportaticn charges described abave, pur-

chazed under cazh payment procedurss (41 CFR Part 301-10). CERTIFIED BY:

7] TRAVELER SIGHATURE DATE DATE:

P L L L T L T L L L L L L]
This Woucher 1= approwed. Long distance telephone calls, 1a)

if any, are certified a=z necessary in the intersst of the CASH RECEIPT DATE
Government . [Hote: If long distance telephone call\e ars

included, the approving official must have been authorized AMOUNT 2
in writing by the head of the department or agency kto 8o
certify (31 U.5.C. &40a)). EIGHATURE

9] APFROVED, DATE

EXAMPLE OF PAGE 1 OF A VOUCHER
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03,/04 /02 TOUCHER | voucher . 90-XX03-2EAL
PAGE 2 &+ RBead Privacy Act On Last Page #+ |DOE 122-33-0001
[11) ITINERARY AND TRANSPORTATICH EMPENSES - TRIP MO 1
DATE TIME DEPARTED/ARRIVED LOCATIONS MODE COST DESCRIPTICH
03 /26,2002

D-Resldenca, USA
03 /26/2002 AIR 350.00 oowsmcran an
03 /26,/2002

A-MONTGOMERY AL
03 /26,/2002 TAXI 20.00 Tax
03 /2672002 TAXT 15.00 twx
03/27/2002 TRXI 15.00 tax
03 /30,2002

D-MCONTGOMERY AL
03 /3042002 TAXT 30.00 twx:
03/30,/2002

A Resldence, USA

TOTAL TRANSPORTATICH EXPENSES 430.00

[12) EUBSISTENCE AND OTHER REIMBUOREAERLE EXFEMNEZES

ACTUAL LODGING MEALS MeIE P-DIEM

DATE LODGIMG ALLOWED B L I ALLOW RATE OTHER EXPEMEES AMOUNT
03,36 El.00 E1.0D 2B.50 £1/1B 0.an
03,328 PERSOMNAL CALLS-DOMEET E.00
01726 TIPS FOR TAXI/LIMO 2.00
03,27 El.Q0 El.00 IB.00 £1/1B o.ao
03,27 TIFS FOR TAXI,/LIMO 4.00
03,28 El.00 E1.0D 3B.00 £1/1E 0.an
03,249 £1.00 £1.00 IB.00 £1/1E 0.oo
01/30 0.on o.an 2B.50 £1,/31E 0.o0
03,30 TIPS FOR TAXI/LIMD 2.00
244 .00 171.00 12,400

mmm (13 COMAENTS & m m m i o m i o i o o i o o i i i i i i i

Voucher dus 5 days after completion of your trip.

VERCIV=-RATE TEL DOATE=-0Z/01/0Z2-Copyright 1599 Gelco Informaticn Wetwork GSD, Inc.

Excepticn to 5F 1012

NCTE: Falsificaticn of an item in an expense account works a forfeiture of
claim (28 U.2.C. 2514) and may result in a fine of not more Chan §10, 000 or
impriscoment for not more than 5 years or both (1B T.5.C. 287; 1.d4. 1001).

In compliance with the Priwvacy Act of 1874, the followlng informaticn 18 prowv-
1d=ed: Solicitation of the informaticn cn this form 18 authorized by 5 U.5.C.
Chap. 57 as implemented by the Federal Travel Regulations (41 CFR 301-304],
E.O. 11609 of July 22, 15871, E.O. 11012 of March 27, 1562, E.0. 9397 of Nov.

EXAMPLE OF PAGE 2 OF A VOUCHER

12/23/02 TM V2.0



TRAVEL MANAGER PREPARER 8.0 COURSE

22, 19431 and 26 U.5.C. ED11(b) and E103. The primary purpose of the requasted
information i1s to determine payment or reimbursemsent to eligible individuals
for allowable trawvel and/or relocation expenses incurred under appropriakte
administrative authorization and to record and maintain costs of such reim-
bursements to the Government. The informaticn will b2 used by officers and
employeas who have a nesd for the informaticn in the performance of thelr
official dutles. The informaticn may be disclosed to appropriate Federal,
Etate, local, or Iorelgn agencles, when relevant to civil, crimipnal, or regu-
latory inwvestigaticonzs or prosecutiocns, or when pursuant to a requiremsnt by
thi= agency in connecticn with the hiring or firing of an employee, the
igsuance of a securlty clearance, or inwestigationz of the performance of
official duty while in Govermment service. Your Socilal Security Account Num-
ber (ESN) 12 sclicited under the authority of the Internal Revenus Code [2&
U.5.C 6011(b; and E109] and E.C. 9397, Nov. 2I, 1943, for use as a tax payer
and/or employes iddentification number; disclosure 1s MANDATORY on vouchers
claiming travel; and/or relocation allowance expense relmbursement which 1=,
or may be, taxable income. Disclosurs of your SSN and other reguested infor-
mation iz voluntary in all other instances; however, faillure to provide the
information (other than SSN] requirad to support the claim may result in
delay or losa of reimbursement.

EXAMPLE OF PAGE 3 OF A VOUCHER
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ACCOUNTIRG CLASE CODE

CoM. CARIER-

MEIE-

PERZCH CALL-DOMEETIC

TAXI/TIPE-TAXI

90-XK1Z2345 o.on

Organization. 89
11111112345, 1234, .59, 02.42 .00 XX ABC

LODGING-
MEIE-

20-X¥E4321 o.on

Organization: %%
11111154321, .1234..599.02.42 .00 . XX ABC

EFLIT PAY DIEBUREEMENTS:

TOTAL EXPENSES --------mm i mmm e -
NCOH-REIMEURSABLE EXPEMEES ------------------

TOTAL AMOUNT CLATMED - ------ - - mmmm o - mm o — o

GOV'T ADVANCE COOTSTANDING -- 131300
GOV'T ADVAMCE APPLIED ------ 131300

NET T2 TRAVELER (GOVT) ---------------ooooon

GOV'T CHARGE CARD EXPEMEES - o.0D
GOV'T CHARGE CARD ATM ADV -- o.oD
ADD'L GOW'T CHARGE CARD FYMT o.oD
TOTAL GOW'T CHARGE CARD AMT o.0D

PAY TO GOW'T CHARGE CARD-----------mmmmmem o
PAY TO TRAVELER ------mmmmmm e e e mm e o oo

03/04 /02 ACCOUNTING DETALL | Do Mo 99-XX02-2EAL
Copyright 1958 Gelco Informaticon Mebwork, Inc. |DOE, JOHW 122-32-0001

45e.00
0.00

45e.00

332.00

S2E.00

0.00
S2E6.00

EXAMPLE OF PAGE 4 OF A VOUCHER
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03/04 /02 DOCUMENT HISTCORY Vouchar . 90-XX03-2EAL
Copyright 1558 Gelco Informaticn Mebwork GED, Inc. |DOE, JOHN 122-33-0001
ETATUS DATE TIME SIGHNATURE NAME
CREATED 031,/04 /2002 1:08FM Susle L. smith

I cartify that the electronic signatures listed abkaove are
valid and con file.

EIGHED OATE

c. Use the browser and/or reader Print button to print the travel document if desired.

EXAMPLE OF PAGE 5 OF A VOUCHER

d. Close the Preview Document window. The Document Summary page is displayed.
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[ Y™ .. . /et Dranaration
2

rEm Document Summary for Youcher

Canter ADMIN Quick Tip For this Document you can:
Traveler: Farspecific information, click on a Details link. You can sign and stamp your document from the Document

Status section. _save | pooument
Kathi Traweler . Cortinue I
[> Voucher: 10-CFANS-10FL Trip Number 1 Entering [
Trawel Authorization I—

» Document Summary Number 110-AAZ00009 105 | cyment pocument
= Trip Humber Traveler Detzil= 254-58-7548 , Kathi Traveler
o ERlen Furpose Description
- ftinerary tinerary Details QRLANDO NAVAL & MC RESERVE CTR,FL 09/10/02 - 09/12/02
= Ticketed Tranz Ticketed Trans Detsils $205.00
o EpEEEs Expense Details |EREN - RANTENY

= Lodging/hi&lE
Buick Expense IS T Amount

09/10/2002 RENTAL CAR 150.00

= Accounting

= Totalz

Total:|150.00
= Comments

o BesmET: S Lodging/M&1E Detsil= 105,00

= Perform Pre-Audits Accounting Detsils & ccounting Summary
= Preview Document
= Export Dosument A0-02- 4420 S50.00

« Close Document [ Total [550.00 |
Totals Detsils | ENETERNTTTHETY
o ment Type Amaount
Amount Claimed S50.00
Mon-Reimbursable Expenses 0.00
Advance Applied 0.00
FPay To Charge Card 0.00
Fay To Traweler S50.00

Erter Commernts
=T ===l o cument Status

S = documen
Document Status: CREATED  Awsiting: Traveler, Kathi Stamp and Route

Status To Apphy Signature PIN

| A TRAVEL AGENT B2} =]

Remarks

-
A 15

4]

3. The Document Summary page summarizes the information on the document. All of the
data entered can be viewed from this page. Click on any link within the document to
view details. When the document has been viewed for errors, missing data, etc., it can be
signed/stamped and routed.

4. In the Document Status area, at the bottom of the Document Summary page, enter the
following to stamp and route the document.
The Status to Apply value is set at SIGNED. DO NOT CHANGE IT.

b. Click in the Signature PIN field and enter the appropriate PIN.

c. Click the |_stempand Route | button, on the right of the Document Status area at
the bottom of the page, to sign/stamp and route the document.

5. The Pre-Audit Results page is displayed.
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L. PERFORM PRE-AUDITS

Setup Reports  Logout Help Nocument Prenaration
-
e Pre-Audit Results for I
Center ADMIN % Quick Tip For this Document you can;
Traveler: Click the Magnifying Glassicon to view detail comments for each audit process.
Close | Pre-Audit Results
Kathi Traveler Docurnent Marme: 10-CFADS-10FL
[ woucher: 10-CFAQS-10FL Type: Woucher
= Document Summany Travveler: Traveler, Kathi
= Trip Mumber Status: PASS
= Itinerany
= Ticketed Trans RO = Comments
 Expenses [ accT cobES AUTHRZED PASS
« Lodging/MalE [E\ AcTUAL MULTIFLIER PASS
s B acTusis exisT PASS
. Totals [E apPLIED AvaNCE PASS
- Comments [ apPrOVAL BY TRAVELRI PASS
= Document Status [\ apPROVED BY TRAVELRZ PASS
» Perform Pre-Audits B aprrovED BY TRAVELRZ PASS
= Preview Document By auTHoORZATION EXIST PAgE
= Export Document B conFERENCE ALLOWANCE PASS
= Elose Document [E cosT comparisan PASS
v cost Less com. carr PASS
[\ paILy EXPENSE THRESH PASS
v oLt PMT METHOD USED PASS
[E\ ExP CAT % VARIANCE PASS
B exp catEsORY USED PASS
[E\ exp caTEGORY USEDT PASS
Eexp catesory UsED2 PASS |
[\ ExPENSE CATEGORIES PASS
[E LaunorviDRY CLEANING PASS
[\ LEAVE AUTHORIZED PASS
B Leave exisTs PASS
EL iRy PERSONNEL PASS
v oTHER ExPENSES PASS
[ overrioe PASS
[ rer piEM Loc AUTH PASS
=N hd|

1. Review the Pre-Audits Results page for the Voucher from Authorization.

2. If any audit fails, the word “FAIL” is in the Status column. A comment describing the
failure will appear in the Comments column. A Fail is a flag to draw attention to a
particular process to ensure the preparer or signer has entered and reviewed the data.

12/23/02 TM V2.0 82



TRAVEL MANAGER PREPARER 8.0 COURSE

NOTE:

Adding expenses to the voucher that were not previously authorized on the
authorization may cause an audit failure, which will bring the expense to the attention
of the Approver or Reviewer.

If changes are necessary to the document, click on the Pre-Audit Results
button in the For this Document you can: area in the top right. The document will
not be signed and will not route. The document can be modified.

3. Click the Stamping the Document button in the For this Document you
can: area in the top right. The Signature certification page is displayed.

Setup  Reports  Logout  Help Nocument Prenaration
e Signature for
Kathi Traveler % Quick Tip For this Document you can:
Traveler: If ith the stat t, click Accept. I
Wou agree e statement, cli CCep Accept Signature Tesxt

Kathi Traveler Cancel I Stamping

"1 certify that this woucher is true and correct to the best of my knowledge and belief, and that payment or credit haz not been received by me. rhen
applicable, per diem claimed is based on the average cost of lodging incurred during the period covered by this voucher. Note: Falsification of an item
in an expense accountwortes a forfeiture of claim (28 U.5.C.2519) and may result in a fine of not more than $10,000 or imprisonment for not more than
S years or both (18 U.S.C. 287i.d. 1001)."

4. If in agreement with the signature certification statement, click the Signature
Text button in the For this Document you can: area in the top right. The document will
be routed.

NOTE:

If not in agreement, click the Stamping button in the For this Document you
can: area in the top right. The document will not be stamped and will not route.

5. Travel Manager displays the Travel Manager Main Web window.

6. Remember, the traveler must login to Travel Manger and sign and certify the voucher to
route the document.
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M. OPEN DOCUMENT (VIEW/UPDATE)

1. Click the Open Existing Document link on the Document Toolbar on the left side of the
page. The Traveler Listing (Open Document) page is displayed.

Setup Reports

User:

Susie L. Smith
Traveler:

[ Create a New Document

F Open Existing
Document
[ Review Documents

[ Delete Documents

Logout

Help

Traveler Listing {( Open Document)

Quick Tip
Type one ar mare |etters of the traveler's last name and click

Search. Then, click the travelers name to list all documents,

Enter Search Criteria
Last Name

Documert Type | ALL -]

Document Preparation

[> Copy Bocument

Traveler List

[» Import Documants
Search Results Prevdd Next 40

I

2. Enter one or more characters of the last name of the Traveler and click the m button
located to the right of the last name field.

3. Click on the name of the desired traveler from the Traveler Listing (Open Document)
area. All documents created for that traveler will be displayed in the Document Search
(Open Document) area on the right.

Setup Reports Logout Help Document Preparation

User:
Trawveler Listing (Open Document)
Kathi Travelar

Traveler: % Quick Tip

Type one or more letters of the travelers last name
[ Create a Mew Document

Document Search (Open Document)

Document List

and click Search. Then, click the travelers name to Traweler: Kathi Trawvel
list all documents. [Tvpe  [Doc

Bl suthorization 10-CFANS-I0FL  0DM0MO2  SIGNED

Open Existing
Document
[ Review Documents

Enter Search Criteria
Document Type IALL -1

E Authorization 10-CFBO2-20MC 02/20/02 MGT APFROWED

E Authorization  10-CFBO2-11HY 021102 CREATED
D [3 authorization 10-CFBO7-20DC 07/20/02 SIGNED

[» Copy Dosument [21 sutharization 10-CFBOT-1SNC 071502 A TRAWEL AGENT

[ Import Documents Click an an antry lect it [ Authorization A0e+071STR 07502 A TRAVEL AGENT

B authorization 10s+0715Tx-1
Bl Local woucher 10-JEOS- 106 SFC OTME/02  SIGNED

Search Results Frew 40 Met 40

Traveler, Kathi 254-53-75498

Q7502 CREATED

B vaucher 10-CFADQ-10FL 0941002 & TRAWVEL AGENT
[El voucher 10-CFBOZ-11NY 02/11/02 CREATED

B voucher 10-CFBEOT-1SHC 07502 SIGHNED

E Woucher 10ef-O7ASTX Q7502 DISBURSE

a. Documents that have been created but not routed will have CREATED in the Status
column.

b. Documents that have been created and are being routed will have various stamp
values in the Status column, some of which may be SIGNED, ADJUSTED,
REVIEWED, APPROVED, MGT REVIEWED, MGT APPROVED, A
TRAVEL AGENT, RETURNED, CANCELLED, NASA CTO REVIEWED,
NASA CTO DISBURSED or DISBURSED.
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c.  Documents that have completed processing will have DATALINK in the Status

column.

4. Click the document icon for the document created in the previous exercise. The
Open Document Signature page is displayed if the traveler has signed the document.

Setup Reports  Logout Help

User: Open Document Signature

Document Preparation

Wharmdly Piepare Quick Tip For this Document you can:
Traveler: The Signature PIN is caze sensitivel Sign | to Review Dacument
Signature for Adjustmert I Getl Document as Wiew-Only
[» Creste a Hew Document
iati Cancel Opening Document
* Open Existing _I

Document
[> Review Locuments

5. The document can be opened one of two ways.

a.  Enter the appropriate signature PIN in the Signature for Adjustment field and

click the LE9] to Review Document button, in the For this Document you can:

area in the top right, to adjust the document.

OR

b.  Click the Document as View-Only button to open it as view only.

6. If the traveler has signed the document, click the Document as View-Only button,

in the For this Document you can: area in the top right, to open the document as view

only. The Document Summary page is displayed.

7. If the traveler has not signed the document, the Document Summary page is displayed.

Use the scroll bar on the right to view the bottom of the page.
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User:

Center ADMIN
Traveler:

Kathi Trawveler
[ woucher: 10-CFADS-10FL

* Document Summary
= Trip Humber

= Traveler

- Minerany

= Ticketed Trans

= Expenzas

= Lodging/MElE

= Accounting

= Totals

= Comments

= Document Status
= Perform Fre-Audits
= Preview Dacument
= Export Document

= Clozse Document

TRAVEL MANAGER PREPARER 8.0 COURSE

Document Summary for Voucher . . ..

For this Document you can:

Quick Tip
For specific information, click on a Details link. You can sign and stamp your document from the Document
Statussection.

522 | pocument

cortinue | Entering [

_01o== | Cyrmant Document

Trip Humber 1

Trawvel Authorization 0. AAZ00000
Hurnber

Trawveler Details 254-58-7548 , Kathi Traveler

Purpose Description
tinerary Detsil= ORLANDO NAVAL & MC RESERVE CTR.FL 09/10/02 - 09/12/02
Ticketed Trans Detsils $205.00

Expense Detsils |@EHERNT LT

Quick Expense =00 Delete Date
09102002

I — |
Lodaing/M&IE Detsils $105.00

el .ccounting Summary

|1U 02-,020 S50.00 |

Total :[550.00

pE A IR T otals Summary

Amoaunt Claimed

Amount
150.00

RENTAL CAR

Tetal :|150.00 I

Hon-Reimburable Expenses  |0.00
Advance Applied 0.00
Pay To Charge Card 0.00

Fay To Traveler 550.00

Enter Commerts
Document Status |FfTRTT 1) Sy E1TES

Document Status: CREATED  Awwaiting: Traveler, Kathi

Stamp and Route
Remars
=l =1

. o B

[ TRavEL asENT

8. Click the Document Status link, on the Document Summary page, or on the Document
Toolbar on the left side of the page, to view the Status page for the routing list. The
Document History indicates the preparer has signed the voucher. The Document
Routing indicates the Traveler needs to sign the voucher.

Setup  Reports gout  Help Document Preparation
=R Status for
Kathi Traveler Quick Tip For this Document you can:
Traveler: % The Signature PIN is case sensitive!
Stamp I and Submit Document
Kathi Traveler

|[[> voucher: 10-CFADS-10FL

Backl Cortinue I

= Document Summany

Status to Apply I SIGNED = I

Sigriature PIN |

= Trip Mumber

= Traveler

= Itinerany :I

= Ticketed Trans Remarks

= Expenses l
« Lodging/MEIE

= Accounting

Document Routing

Traveler, Kathi SIGHNED a

= Totals

= Comments

¥ Document Status
= Perform Fre-Audits

Document History

= Freview Document

Brates ——_________[lame
CREATED Center ADMIN
& TRAVEL AGENT Center ADMIN

0 B Posmment 08/0B/02 8:03AM EST

= Cloze Document 0806102 9:20AM EST

9. Click the Close Document link, on the Document Toolbar on the left side of the page, to
close the document.
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NOTE:

If you fail to click the Close Document link or button you will Edit Lock your document.

N. VOUCHER FOR NO COST AUTHORIZATION

a. Click the Create a New Document link in the Doc Prep module on the left side of the
page.

b. Select “Voucher from Authorization” from the Document Type drop down list.
c. Click anywhere on the page. The Traveler Listing page will be displayed.

d. All documents created for the Traveler will be displayed on the right. Click on the “no
cost” Authorization. The Create this Document page will be displayed.

e. Click the this Document button, in the ‘For this Document you can:’ area, in
the top right. The Voucher Document Summary page will be displayed.

f. Click the Itinerary link on the left side of the page. The Itinerary page will be
displayed. A message will be displayed alerting the Preparer/Traveler that the trip type
has been reset.

g. Select “Single” from the Trip Type pull down list.

h. Click in the Comments field and enter the reason for the cost(s) on the Voucher from
“no cost” Authorization.

1. Click the Itinerary button, in the ‘For this Document you can:’ area, in the top
right.

j.  Add the necessary expenses to the document. Continue processing the document as
necessary.
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VII. CREATE AN AMENDMENT FOR A VOUCHER FROM
AUTHORIZATION

This document covers the steps to create an amendment for a voucher from an authorization.

Travel Manager will display the total amount on the amended voucher along with the additions
that are added by the Traveler. When all changes are completed, view the document, using the
Preview Document link on the Document Toolbar on the left side of the page. The print mode
is displayed.

NOTE:

If actuals or an expense need to be claimed on a voucher and were not approved on the
authorization then additional approvals are required for full reimbursement.

1. The Preparer, must create an amendment voucher for the post approved expense if the RFO
Travel Office has already processed the original voucher.

OR

2. The Preparer must create a post approval for the additional expense on the original voucher
and attach a routing list that includes the appropriate Approvers to the document. Once the
routing list is assigned, the Traveler must sign to route the document.

Assignment of a different routing list must be done before the document is signed.
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A. CREATE A NEW DOCUMENT

1. Click the Create a New Document link under the Document Toolbar on the left side of
the page. The New Document page is displayed.

Setup Reports __Logout Help MNaciimeant Pranaratinn
User:
New Document
Susie L. Smith Quick Tip For this Document you can:
Traveler: To select a traweler, click on the EID or Traveler Name lookup button.
Add Traweler Ito Travel Manager
Document Type (@] Authorization ;I Ao Hame IthisDocument

¥ Create a Hew
Document Documnert Marme Q)
Open Existing Document

[> op g SEND

Traweler Name

Authorization
Waucher
Local Voucher

Crezte Ithis Document

m o

[» Review Documents

Woucher from Authorization

[» Delete Documents

2. Select Amendment from the Document Type pull down list.
3. Click in the Traveler Name field on the New Document page.

4. The Traveler Listing (Amendment) page is displayed.

Setup Reports ___Logout Help NMarimeant Pranaratinn
User:
Sutie L Smith Traveler Listing {Amendment)
Traveler: Quick Tip
Type one or more letters of the travelers last name and
click Search. Then, click the traveler's name to list all
¥ Create a Hew documents.

Document

- @premm Ty Broctmment Enter Search Criteria

[> Review Documents
[> Delete Documents Last Name |
[> Copy Document Document Type IALL 'I

Import Documents
i 'mp Click on an entry

Search Results Prew 40 HNewt 40

5. Click in the Last Name field under the Enter Search Criteria area and enter the last
Search]

—

name of the Traveler (or a portion of the name). Click the button beside the

Last Name field.

6. The Traveler Listing (Amendment) page is displayed with a list of Traveler’ names
under the Traveler List on the left side of the page. Use the Prev 40 or the Next 40 link,
located in the Traveler List area, if necessary to scroll through the list of Travelers.
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Traveler Listing {Amendment)

Susie L. Smith

Traveler: Quick Tip
Type one or more letters of the travelers last name and
click Search. Then, elick the travelers name to list all
¥ Create a Hew documents.
Document

| G g Coemns Enter Search Criteria

[ Review Documents

Id
[ Delete Documents L=t Name
[> Copy Document Documert Type [ALL -1

e oS Click on an entry to

Search Results Pren 40 Hewxt 40

DOE, JOHN 122-33-0001

7. Click the Name link of the desired Traveler in the Traveler List area on the left side of
the page. All documents that are available to be amended for the selected Traveler are
displayed in the Document List in the Document Search (Amendment) area on the
right.

Setup  Reports  Logout  Help Document Preparation
User:
ot Teamel Traveler Listing (Amendment) Document Search (Amendment)
athi Traveler

Traveler: Quick Tip Document List
Type one or more letters of the travelers last name
and click Search. Then, click the travelers name to Tranveler: Kathi Trawvelar
b Create a New list all documents. Document Hame

Document Bl authorization 10-CFBOF-1SNC  OFASM2 A TRAVEL AGENT

[» Cpen Existing Document Enter Search Criteria B voueh 0ct071STX  OFMSD2 DISBURSE
oucher !

[» Review Documents

Last Name I Search
[» Delete Documents ;] [mend document 10c£0715TX
|> Copy Document Document Type IALL vl
[» Import Documents k i Click on an entny to
Search Results Frew 40 Hewst 40
Traveler, Kathi 254-52-7548

8. Click the Document icon [& of the voucher to amend. The Amendment page is
displayed.

Amendment
Quick Tip For this Document you can:
The amendment name iz system generated.

Creste |Neuuﬁmendrnent
Armendrmert Name I1Dcf-DT-"15T)(—1 Cancel |

Commerts -
4 k

Signature PIN |

9. Enter the necessary comments to explain the reason for amending the original voucher in
the Comments area.

10. Click in the Signature PIN field and enter the appropriate PIN.
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11. Click the New Amendment button in the For this Document you can: area in
the top right. The Document Summary page is displayed.

B. DOCUMENT SUMMARY

Report ggout He Marniment Dreanaratinn

P

Wiy Document Summary for VYoucher

Center ADMIN Quick Tip For this Document you can:
Traveler: Farspecific information, elick on a Details link. You can sign and stamp your decument from the Document

Status section. 22 | ppeument
kathi Traveler . R I
[ Youcher: 10-CFADS-10FL Trip Number 1 L
Travel Authorization

 DoCUrment Summary Mumber [18-#z00008 M Cunent Document
0 TR Bombay Traveler Oetails 254-58-7548 , Kathi Traveler
= Travaler Purpose Description
= Minerary tinerary Detsils QRLANDO NAVAL & MC RESERVE CTR,FL 09/10/02 - 09/12/02
= Ticketed Trans Ticketed Trans Detsils $205,00
o EpeEs Expense Details [Tt T T 3

= Lodging/MEIE

Quick Expense T HEHEEEET Expense Amount
0241042002 RENTAL CAR 150.00

Total :|150.00

- Accounting

= Totals

= Comments
Document Status Lodging/t &IE Details $105.00

« Perform Fre-Audits P e sccounting Summary

= Preview Document

= Export Dosument A0-02- 40320 S50.00

= Close Document | Tetal:|550.00
=B =IERT otals Summary

¥ pe Amount
Amount Claimed 550.00
Hon-Reimbursable Expenses  0.00
Advance Applied 0.00
Fay To Charge Card Q.00
Pay To Traveler 550.00

Erter Comments
e=l=Nn s = Sl o cument Status Enter StatusF|

Docurnent Status: CREATED Awaiting: Trawveler, Kathi Stamp and Route I

Remarks

Status To Apply Signature PIN

| A TRAVEL AGENT =1 =

=
A » =i

1. Review those areas that require changes due to the amendment. Click any of the links
displayed to view that area of the document to make necessary changes.

2. Click the Entering Document button in the For this Document you can:
area in the top right. The Itinerary page is displayed.
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C. ITINERARY

Setup Reports  Logout Help Nocument Prenaration
User: : :
Itinerary Information for
Wathi Traveler Quick Tip For this Document you can:
Traveler: The Begin Travel and End Travel fields must be completed before a per diem location can be added.
Remember to zawve your itineran before continuing. &I Itinerans
Kathi Traveler .
Eack | Cont |
[ Voucher: 10ck-0715TH-1 _Bsok | _Continue
© PoETmE SrRmEL) Trip Information
= Trip Number
« Traweler Trvel Authonization futh Date [07/1272002
[mmlddlyuyy]
¥ ltinera Furpose | TRAINING =l Type ISINGLE vl
= Ticketed Tranz
Description comments Trip Mo 1

= Expensas

=
- Lodging/M&IE f Llﬂ

= Accounting

» Totals :
Departure and Return Information
= Comments

« Document Status BEQ[L""“E:;'EL] © [ovrszo0z Depart [RES:, Depart Selection | 5|
= Perform Pre-Audits
E["‘mdmgj;'j'y] © [orrarzanz Return  [RES:, Return Selection | =

= Preview Document

= Export Document Trip Duration I Multiple days - I

o Biesk Eesimani Camments Woucher due § days after completion of wour trip d
of
q - Freset
Per Diem Locations

I_ Replace ALL lodging and ME&IE information on this docurnent. Add Location I

ff X 071502 DALLAS, TX 07M9/02

1. Review and make any necessary changes to the itinerary.
a. Click the Update icon L | to edit any per diem location records for changes.
b. Click the Delete icon to delete any per diem location records.

c. Click the |_4eid Lacation Ibutton, in the Per Diem Locations area at the bottom of
the page, to add another per diem location to the document.

2. Ifthe dates or the locations have changed, click on the checkbox to place a “\” in the box
next to Replace ALL lodging and M&IE information on this document in the Per
Diem Locations area at the bottom of the page. Travel Manager will recalculate the
Lodging and M&IE on the amendment to the voucher.

3. Click the Itinerary button, in the For this Document you can: area in the top
right, to save the changes to the database prior to making any other changes on the
document.

4. Click any links listed under the Document Toolbar on the left side of the page to display

any page to make changes or click the button, in the For this Document you

can: area in the top right, to go to the Ticketed Transportation page.
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D. TICKETED TRANSPORTATION

Setup Reports  Logout Help Nocument Prenaration
UszE Ticketed Transportation for Youcher
Kathi Traveler Quick Tip For this Document you can:
Traveler: Ta enter ticket information, click Add. Previously entered ticket information can be edited (Pencil icon) ar q
deleted (¥ iconi. #dd | Ticket
Kathi Traveler

[ woucher: 10cf-0715TH-1

Back Cortinus |

= Document Summary Ticket No ) [ i "o
= Trip Humber Fx See fineran 1 071502 AR 350,00 o
= Traveler

1. Review and make any necessary changes to the Ticketed Transportation page.
a. Click the Update icon L1 to edit any ticket information records for changes.

b. Click the Delete icon to remove any ticket information records.

c. Click the Ticket button in the For this Document you can: area in the top right

to add a ticket item, if necessary.

2. Click the button, in the For this Document you can: area in the top right,

continue processing the amendment. The Expense Entry page is displayed.

E. EXPENSES

to

User:
Expense Entry for
Kathi Traweler R . i =T
Tieals Quick Tip For this Document you can:
The Arrow icon indicates a required field. Clide Save to zave the cument expenze and refresh the
A soreen so a new expense can be added. P e Quick Expense

[z¥oucher: 10cf-0715TH-1 2 Use Foreign Calculstor

Oate ©@ [o7i16:z002 E
[mmiddivypyy] - |>

» Document Summany Expense Type I ;I Lookup Credit Card Expenses
= Trip Humb
fip HUmasr Expense [+ I Save ICunent Expense
= Traveler De=scription
= [inerany Miles Traveled I Done | Entering Expenses

Back I Continue I

= Ticketed Trans

Expenses
= Lodging/MEIE

Rate Selection I -~ I
Rate I
Cost @ |

Cost Options

» Accounting

+ Totals Commernts =] O Reimbursable
» Comments [ Taxable
= Document Status Expense
= Perform Pre-Audits vI Categary
Pt
= Preview Document | L Mathad ;I
» Export Document
+ Close Document Current Expenses

Q7 MSf2002

RENTAL CAR

Tatal: 150,00

Setup Reports  Logout Help Nocument Preparation

1. Review and add or make any necessary changes to an expense(s).
a. Click the Update icon L | to edit any Current Expenses records for modifications.
b. Click the Delete icon to delete any Current Expenses records.
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2. The Date is defaulted to the beginning date of the travel. Click the Calendar icon
and select the correct date.

1z
= 4 s 8 I 8 @
o 11 CiZ» 13 14 15 16
17 18 18 P10 21 22 23
24 28 26 2T 28

Close Wind o

CD - Tnda]{c.q_p.:) - Currenthy Selected D ate

a. Select the expense desired from the Expense Type pull down list. The page is
refreshed and any fields with specific information pertaining to the expense selected
are displayed in appropriate fields.

b. Click in the Cost field and enter the correct cost.

NOTE:

If the same expense occurs on multiple days, a date may be entered in the Copy Through
Date field above the Cost Options section on the right middle side of the page. The
expense will be added/modified for the entered date as well as every day through the date

Setup  Reports  Logout  Help Nocument Prenaration
-
User: T
Expense Entry for
Kathi Trawveler . . A AN
Tt Quick Tip For this Document you can:
The Arrowe icon indicates a required field. Click Sawve to zave the cument expensze and refrash the
Vathi Traveler Screen S0 3 new expense can be added. [ Use Quick Expense
[>Voucher: 10cf-0715TX-1 [ Mdfnate] 0 [o7ianz P se Foreign Caloulstor
mmd ety
« Documant Summary Expenzefipe | | P st Gt ol e
= Trip Humkb
fIp Humber Expense '+ IPARKING Sawve ICunent Expense
= Traweler Description
= Itinerary Miles Trawveled I M Entering Expenses
Tz Tine Rate Selection | = _Back | _ continue |
* Expenses
Epenses Rate I
« Lodging/M&IE
« Accounting tost @ [15.00 Cost Options
. Totals Comments ;I © Reimbursable
= Comments [ Taxable b
= Document Status EXPENSE panliNG
= Perform Pre-fudits _ILI Category
; 1 ¥ Pt -
« Preview Documant Mattony | TRAVELER =l =

= Export Document

I — Current Expenses

F % ornssooz RENTAL CAR 150.00

Total: 150.00

3. Note the Cost Options area in the middle of the page at the right.
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TRAVELER is the default reimbursable payment type, in the Pmt Method pull
down list.

The TRAVELER payment method is reimbursable to the Traveler.

If any other payment type is selected, the expense cost will not be reimbursable to the
Traveler.

TRAVELER

CEMTRALBILLEL CHARGECARD
IN-KIMD
GOWEL

4. Click the Current Expense button in the For this Document you can: area in the

top
the

right. The expense will be included in the Current Expenses area at the bottom of
page.

a. Expenses also can be added by clicking the Use Quick Expense link in the For this
Document you can: area in the top right to speed the entry process. This function is
covered in the Create a Voucher From Authorization section.

User: =
Expense Entryfor __ . _ __  _ _
Trp::;il Jrr;aveler % QuickTp . . For this Document you can:
The Arow icon indicates a required field. Click Save to sawe the curent expense and refresh the
\athi Trawelar screen 50 3 new expense can be added. EUSE Guick Expense
oucher: 10cf-0715T-1 Date @ I— = Foreign Caloulztor
[+ P el CLACL b Use Foreign Caleulst
= Document Summany Expense Type I ;I Lookup Credit Card Expenses
: I:Li:::nber Desi’:!’;rf @ I Save ICunent Expensze
= Hinerary Miles Traveled I M Entering Expensas
= Ticketed Trans Rate Selection l—;l Backl Continue |
* Expenses Rate I—
= Lodging/M&IE
« Accounting cozt © | Cost Options
« Totals Comments 5| 00 Rei mbursatle
= Comments [ Taxable b
= Document Status Expense
= Perform Pre-Audits _lﬂ Categary
= Preview Document | v Methporgt ;I
= Export Document J
T — Current Expenses
[Amount
F % wrmseooz PARKING 15.00
F % wmseooz RENTAL CAR 150,00
Total: 165.00

5. Ifno further amendments are necessary, click the Entering Expenses button, in

the

For this Document you can: area in the top right, to return to the Document

Summary page. The button will take you to the Lodging/M&IE Details

page.

6. Click the Lodging/M&IE link on the Document Toolbar on the left side of the page.
The Lodging/M&IE details page is displayed.
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F. LODGING/M&IE

User: i
Lodging/M&IE for ___. _ . __ __ _

Kathi Traveler Quick Tip For this Document you can:

Traveler: An asterisk ) in the Special column indicates that a condition has been selected in the Advanced
Lodging/MEIE window. Delete Al ILodging and MEIE expensas
Kathi Traveler
[»Woucher: 10cf-0715TX-1 Eack Continue I

= Document Summary Lodging/M&IE Data
= Travel =

[EEEr # arnsnz @ -
- Iti :

netan & s e 89.00 89.00 45.00 80 /46
= Ticketed Trans f @

B 99.00 20.00 45.00 20745

= Expenses 07170z
» LodinaMaJE & s e 28.00 29.00 46,00 20045
= Accounting tf 07/M9m2 @ 0.00 0.00 24.50 29448

1. Review and make any necessary changes to the Lodging/M&IE data. This is an
amendment; if the Traveler has already been reimbursed for the lodging, leave the
lodging costs at zero. If there is a change to the amount of the lodging, then make the
necessary corrections.

Use the Lodging and M&IE expenses button, in the For this

Document you can: area in the top right, to reset all actuals or overrides that
were entered back to the per diem, if actuals or overrides were not used.

Use the button, in the For this Document you can: area in the top
right, to go to the Available Accounting Code page.

Use the button, in the For this Document you can: area in the top right, to
return to the Expense Entry page.

Use the Delete icon in the Lodging M&IE Data area to delete a specific
Lodging/M&IE record. The lodging costs will be zeroed rather than reset.

[

Use the Replicate icon to copy lodging costs from one line to the line below.

Use the Update icon L1 to edit the Lodging/M&IE records. The Update
Lodging and M&IE Expenses page is displayed. Corrections can be made on
this page.

2. Click the button in the For this Document you can: area in the top right.

The Available Accounting Codes page is displayed.
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G. ACCOUNTING

Setup Reports  Logout Help Nocument Prenaration
User: H :
Available Accounting Codes for
Kathi Traveler Quick Tip For this Document you can:
Traveler: Once two of more accounting codes are selected, the Allocation button is enabled. f-\ddl Ty
Kathi Traveler Enter Search Criteria Back | Continue I
[ Woucher: 10cf.0715TH-1 —I
Accounting Code i
- Document Summarny 9 I ﬂl—ue‘”e"e
= Tip Humber a
g Master Accounting Codes e
- Travalar
Search Results Frew 10 Hesd 10
- ltinerary Organizaticn Elesifien ade
= Tidketed Trans 10 A0-02-A430 AAZ0. . 10, 0Z. &1, . AADD.

= Expenses

- Lodging/M&IE

* Accounting

= Totals

- Commants

= Document Status

= Perform Pre-Audits

= Preview Document Accounting Codes for 10cf0715TX-1

= Ewport Document Classification Cods

= Close Document F % 10.an 10-02-AA10  AAID. ... 10, 02. 41, . AA, Extended
yEdlt XDelete

1. Review and make any necessary changes to the accounting code information.

a. Click the Update icon L to edit any accounting code records for changes, if
necessary.

b. Click the Delete icon to remove any accounting code records, if necessary.
2. To add another account code:
a. If the account code desired is not initially in the Master Accounting Code area.

1. Enter the appropriate account code in the Accounting Code field.

i1.  Click the button next to the Accounting Code field.

1i.  If the account code is valid and available to the Traveler, it is listed in the
Master Accounting Codes list.

iv.  Select the label from the Master Accounting Codes area at the top of the
page to add it to the Accounting Codes for the Document area at the
bottom of the page.

b. If the account code is in the Master Accounting Code are:

i. The button will search the accounting codes listed under the Master
Accounting Codes area.
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ii. Select the label from the Master Accounting Codes area at the top of the
page to add it to the Accounting Codes for the Document area at the bottom
of the page.

3. Click any links listed on the Document Toolbar on the left side of the page to display the

desired page for making amendment changes or click the button, in the For
this Document you can: area in the top right, to display the Total Details page.

H. TOTALS
Setup  Reports  Logout Help Nocument Prenaration
-
User: H Il
Total Details for
Kathi Traweler Quick Tip For this Document you can:
Traveler: If neceszany, enter changes and click DK, Calculzte | Mew Totals far Document
Kathi Traveler i
Back | Cortinue
[voucher: 10cf-07 15TX-1
= Document Summan
= Trip Number Total Expenses: 1,072.00
= Traveler Non-reimbursable Expenses: 0.00
= [tinerany

= Ticketed Trans Tatal Amaount Claimed: 1,078.00

= Expenses

= Lodging/MEIE Gow't Advance Outstanding: 0.00

= Accounting Gow't Advance Applied: 0.00 0.o0

» Totals

= Comments Het to Trawveler: 1,072.00

= Document Status (Due Gov'tif negative)

Expenses on Gow't Charge Card: 0.00
= Perform Pre-fudits

o P PeammeR Add'| Gow't Charge Card Payment: |0.00

= Export Document

= Cloze Document Total Gow't Charge Card Amourt: 0.00
Payto Gowt Charge Card: 0.00
Payto Traveler: 1,072.00

Expense Category Details

) gory Organization Account Label lmount o
1 COM.CARIER A0- At 10-02-A410 250.00
1 LODGING A0-Af 10-02-A410 256.00
1 MZIE A0- At 10-02-A410 207.00 j

1. Review the details of the expense categories and the net due the Traveler.

2. Click any links listed on the Document Toolbar on the left side of the page to display the

desired page for making amendment changes or click the button, in the For
this Document you can: area in the top right, to display the Comments page.
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I. COMMENTS

Setup Reports  Logout Help Document Preparation
User:
Comments for
Kathi Traveler Quick Tip For this Document you can:
Traveler: Click Apply and preset comments are inserted into the Comments field. Comments can also be typed directly into
the comments field. Comments apply to the entire document. ﬂl Freset Comments
Kathi Traweler
5
[ oucher: 10cf.0715TH-1 Commerts o\ cher dus 5 days after complation of your trip. =] _5=2ve | Comments
+ Document Summary _Back |
- Trip Humber _Continue |
= Traueler Mwithout Saving Comments

= Itinerany

= Ticketed Trans _Iﬂ
= Expenses | -

« Lodging/MEIE

= Accounting

= Totalz

F Comments

= Document Status

= Perform Pre-Audits

= Preview Document

= Export Document

1. Always enter notes about any additions or deletions of expenses and any increases or
decreases in the amount of any existing expenses in the Comments field. The comments
added by the Preparer or Traveler will assist the Approvers and Auditors to clearly
determine what changes have been made for the amendment.

2. Click at the end of any previous comments entered. Enter any additional comments.

3. Click the Comments button, in the For this Document you can: area in the top
right, to save the additional comments. The Document Summary page is displayed.

a. If additional changes are needed, click any links listed on the Document Toolbar
on the left side of the page to display the desired page to make additional changes
to the amendment.

4. Click the Document Status link on the Document Toolbar on the left side of the page.
The Status page is displayed.
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J. DOCUMENT STATUS

Setup  Reports  Logout  Help Document Preparation
e Status for
Kathi Travelar Quick Tip For this Document you can:
Traveler: The Signature PIN is case sensitivel
Stamp Iand Submit Document
Kathi Traveler ’ ;
Adjustments |
[ Vaucher: 10607 15T L o To Adjustments
+ Bocument Summany Back | Cortinue |
0 Tl Gl Status to Apply [ SIGNED vl
» Traveler
Signature FIN |

« Itinerany

« Ticketed Trans |
= Expenses Remarks -
» Ladging/MEIE 1 F

» Accounting

» Totals

Document Routing

= Comments

Name
Document Status :
Traveler, Kathi SIGNED 0
+ Perfarm Pre-Audits
+ Preview Document o
Document History
+ Export Dacument
patertime ——__________________Fan.___ Mame ___________________ Femaks
o Bz Poemen D8/0B/02 9:58AM EST CREATED Kathi Traveler

1. To view the amended document as a printed form and view the difference between the
original voucher and the amended voucher:

a. Click on the Preview Document link under the Document Toolbar on the left side of
the page.

b.  The browser will launch a new window over the existing window. The travel
voucher may be reviewed on the screen or printed.

c.  Scroll down to block (13) COMMENTS and read the comments for
AMENDMENT. Make sure the amount is correct.

AMENDMEMT: Actual Met to Traveler for this documsnt: 15.00
Voucher due & dayve after completicn of your trip
Addsd 15.00 for parking at lodging, omitted from original wouchser.

d. If the value is positive, the amount is the additional amount due to the Traveler. If
the value is negative, the amount is to be paid to the government.

e. Use the browser and/or reader Print button to print a paper copy of the travel
document if desired.

f.  Close the print preview window. The Status page will still be displayed.
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Wistre Statusfor .
Kathi Traveler Quick Tip For this Document you can:
Traveler: % The Signature PIN is case sensitive!

Stamp Iand Submit locument
Kathi Traweler :
Adjustments o To Adjustments

[»voucher: 10cH-07 15TH-1

« Document Summary Back | continue |
0 T G Status to Apply [SIGNED |+ |
« Travaler

« ltineran Signature PIN |

= Ticketed Trans ;I
- Expenses Remarks -
= Lodging/M&IE 4 »

» Accounting

= Totals

Document Routing o document will take once routec
= Comments
T
Document Status :

Traveler, Kathi SIGHNED o
= FPerform Fre-Audits

= Preview Document

Document History

« Export Dacument

B e e ]

= Close Document 02/06/02 9:58AM EST CREATED Kathi Travalar

2. The Status to Apply is set at SIGNED. DO NOT CHANGE IT.

3. Click in the Signature PIN field and enter the appropriate Signature PIN

4. Click the and Submit Document button in the For this Document you can:
area in the top right. The Pre-Audit Results page is displayed.
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K. PERFORM PRE-AUDITS

User:

Kathi Traveler
Traveler:

Kathi Traveler
[>voucher: 10cf.0718T%-1
= Document Summary

= Trip Number

- Traveler

= ltinerary

= Tidketed Trans
- Expenses

= Lodging/MEIE
= Accounting

- Totals

= Comments

= Document Status

= Freview Document
= Export Document

= Cloge Document

Pre-Audit Results for

+ Perform Pre-Audits

Quick Tip
Click the Magnifying &lazs icon to wiew detail comments for each audit process. Justity I Pre-Audit Results

Document Name: 106F0715TX1
Type: Woucher
Traweler: Traveler, Kathi

Status: FAIL

Pre-Audit Results

E\LACCT CODES AUTHRZED
@ACTUAL MULTIPLIER
E\ACTUALS EXIST
@APFUED ADVANCE
@APPRDVAL BY TRAVELR1
@APPRDVED BY TRAVELRZ
@'APPRDVED BY TRAVELRZ
@AUTHDR\ZA'”DN ExXIST
Bt CONFERENCE ALLOWANCE
@CDST COMPARISON

@ COST LESS COM. CARR
EL DAILY EXPENSE THRESH
@t DFLT PMT METHOD USED
@t EXP CAT % WARIANCE

@ EXF CATEGORY USED

Bt EXP CATEGORY USED1
a EXF CATEGORY USEDZ
@EXFENSE CATEGURIES
& LAUNDRY/DRY CLEANING
@ LEAVE AUTHORIZED

EL LEAVE EXISTS

@t MILITARY FERSONNEL
B nrues expEnce

For this Document you can:

Close I Pre-Audit Results

nents
BLANK TA Num ON TRIF 1 - UNABLE TO FIND Authorization

BLANK TA Num ON TRIF 1 - UNABLE TO FIND Authorization

BLANK TA Num ON TRIP 1 - UNABLE TO FIND Authorization

BLANK Travel Authorization Mumber ON TRIF 1 - UNABLE TO FIND Authorization

BLANK Travel Authorization Mumber ON TRIF 1 - UNABLE TO FIND Authorization

BLANK Travel Authorization Number ON TRIF 1 - UNABLE TO FIND Authorization

1. Review the Pre-Audits Results page that Travel Manager has processed for the
Amended Voucher from Authorization.

2. If any audit fails, the word ‘FAIL’ will be in the Status column. A comment describing
the failure will appear in the Comments column. A ‘FAIL’ draws attention to a
particular process to ensure the preparer or signer has entered and reviewed the data.

NOTE:

Click on the button in the For this Document you can: area in the top right, if
changes are made, prior to signing. The document will not be signed and will not route.

3. Click the Stamping the Document button in the For this Document you
can: area in the top right. The Signature certification page is displayed.
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Setup  Reports  Logout  Help Nocument Prenaration
User:

Sighature for

Kathi Travelar Quick Tip For this Document you can:
Traveler: If you agree with the statement, click Accept.
Accept | Signature Text
Kathi Travelar Cancel |Stamping

"l cerify that this voucher is true and comrect to the best of my knowledge and belief, and that payment or credit has not been received by me. When
applicable, per diem claimed is based on the awerage cost of lodging incurred during the period covered by thiz voucher. Hote: Falsification of an itemn
in an expense accountwots a forfeiture of claim (28 U.5.C.2514) and may result in a fine of not more than $10,000 or imprisonment for not more than
Syears or both (12 U.S.C. 287;i.d. 1001)."

4. If in agreement with the signature certification statement, click the Signature
Text button in the For this Document you can: area in the top right. The document will
be routed.

NOTE:

If not in agreement, click the Stamping button in the For this Document you can:
area in the top right. The document will not be stamped and will not route.

5. Travel Manager displays the Travel Manager Web window, indicating the document
has been routed to the traveler.

6. The traveler must login to Travel Manger and sign and certify the voucher to route the
document.

L. OPEN EXISTING DOCUMENTS (VIEW UPDATE)

1. Click the Open Existing Document link on the Document Toolbar on the left side of the
page. The Traveler Listing (Open Document) page is displayed.

User:
Traveler Listing {Open Document
Suszie L. Smith 9 ( P )
Traveler: Quick Tip
Type ane or more latters of the travelars last name and
click Saareh. Then, dick the travelers name to list all
[» Creats a New Document documents.
F Open Existing —
Document Enter Search Criteria
[» Review Documents
[ Delete Documents
[# Copy Document Document Type IALL - I
[> Import Documents Traveler List Click on an entry to select it
Sesrch Results Prew 40 Hasxt 40

2. Click in the Last Name field under the Enter Search Criteria area and enter the last
[ Search ]

name of the Traveler (or a portion of the name). Click the button. The
Traveler Listing (Open Document) page is displayed with a list of Travelers on the left
side of the page.
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3. Click the EID (SSN) link of the desired Traveler in the Traveler List area on the left side
of the page. All documents that are available to be viewed for the selected Traveler will
be displayed in the Document List in the Document Search (Open Document) area on
the right.

Setup Reports  Logout Help Document Preparation

User:
Kathi Traveler

Traveler:

[ Create a New Document

[ Import Documents

Traveler Listing (Open Document)

Document Search (Open Document)

Quick Tip

Type ane or more letters of the travelers last nama
and click Search. Then, click the travelers name to
list all documents.

&

Traveler List

Seereh mesUs Erew 40 Hed 40 B autherization 10cHOTASTAA  OTMSM2 CREATED
_;.e, (< athi Yy y— Bl Local Voucher 10-JEDS-10GEFE D7/AB02  SIGHED
B vousher 10-CFADS-10FL 0902 A TRAVEL AGENT
B wvousher 10-CFBOS-11NY 081102 CREATED
B wvousher 10-CFBO7-1SNE  O7/1502 SIGHED
@ Vaucher 10cf07 15 TH o7Ma02 DISBURSE

Document List

Traweler: Hathi Trawveler

Type

E Authorization

Document HName

A0cf-O07ASTH

' Open Existin Bl suthorization 10-CFADS-10FL 09002 SIGNED
Upen EXisting e
Document EntersearchiCritaria B authorization 10-CFBOS-ZONC  0EOMZ MGT AFFROVED

Review Documents
b T B Avthorization 10-CFBDE-11NY 021102 CREATED
[> Delete Documents B authorization 10-CFBO7-Z0DE  OT/20MZ SIGNED
Docurnent Type IALL -1
[> Copy Decument o B futhorization 10-CFBO7-1SNE 07ASMZ & TREVEL AGENT

07 HM5/02

us

A TRAVEL AGENT

4. Click the Document icon I= of the desired document to view.

Setup  Reports  Logout  Help Document Preparation
s Open Document Version for 10cf-0715TX-1
Kathi Traveler & Alert For this Document you can:
Traveler: Adjustments have been made to this document. |
Cancel | Opening Dosument

[» Create a Hew Document

[» Delete Documents
[» Copy Document

[> Import Documents

Note that anly the current version, marked by ™, may be further adjusted of routed

Document Version List

* Open Existing
rETmaT
[» Review Documents AMENDMENT = z QF0G0Z Q:A3AM kathi Trawveler
@DRIGINA\_ 1 07202 2:224M Centar ADMIN

Clidk an an entry to zelact if

5. Click the Document icon =] with the double asterisk ‘**’. The double asterisk identifies
the current version of the document. The Open Document Signature page is displayed.

Setup  Reports  Logout  Help Document Preparation
User: ¢
Open Document Sighature
Susia Smith Quick Tip For this Document you can:
Traveler; The Signature PIN is case sensitive! sign | to Review Document
John Doe Ssignature for Adjustrert |

[} Create a Hew Document

+ Open Existing
Document
[ Review Documents

Get | Document asView-Only

Cancel | Opening Document
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6. Click the Document as View Only button in the For this Document you can: area
in the top right. No signature is required.

7. The Document Summary for Adjustment to Voucher (View Only) page is displayed.

Setup  Reports  Logout  Help Document Preparation

User:

Document Summary for Adjustment to Youcher (View Only)
WKathi Travelar Quick Tip For this Document you can:
Traveler: Far specific information, olidk on a Details link. "o can sign and stamp your decument fram the Do cument Status se ctian. Coninue | Entering Document
Kathi Traveler Trip Mumber 1 Clase | Cument Pocument
[+aucher: 100F0715TH-1 Travel Authorization
Mk
» Document Summary

Traveler Details 254-58-7548 , Kathi Traveler
= Trip Humber

Purpose Description comments
Hinersry Detsils DALLAS, TX 07/15/02 - 07/19/.02
- e s Ticketed Trans Detsilz $350.00

Expense Detsils | SN Tl E]
= Expenses

« Lodging/M&IE Edit  Delete Date E Amaunt
Vi 07/85/2002 PARKING 15.00

= Traweler

- Hinerary

= Accounting

= Totals J 074152002 RENTAL CAR 150.00

= Comments Total:[165.00
= Document Status

LodgingMEIE Detsils $563.00
- Parfarm Pra-fudits

Py n e Pl ccounting Summary
= Previem Dosument

= Export Document
10-02-A810 1.072.00

= Close ocument I Total ‘1 07800 I
JE=EAEEI R T otals Summa
o nt T nt
Amount Claimed 1.072.00
MHon-Reimbursable Expenses 0.00
Advance Applied 000
Pay To Charge Card 000
Fay To Traweler 1.078.00

Erter Commerts Woucher due & days after completion of yourtrip.
Document Status (KETEITHTET RN ETE

Enter Status/PIN to stamp this document

Documert Stztus: CREATED  Awmiting: Travelar, Kathi

Signature PN

8. Click the Document Status link under the Document Toolbar on the left side of the page
to view the Authorization Status page for the routing list. The document is waiting for
the Traveler to certify the amendment to the voucher.

Setup Reports  Logout Help Document Preparation

=3 Status for ] 1 (View Only)

Kathi Traveler Quick Tip For this Document you can:
Traveler: The Signature PIN is case sensitive!

Adjustments | Go To Adjustments
Kathi Traveler
[ woucher: 10cf-0715T3-1 Back | _cortinue |
» Document Summary
= Trip Humber .
Document Routing

= Traveler
» Itinarany

Traweler, Kathi SIGNED o
» Ticketed Trans

« Expenses

Document History

= Lodging/M&IE

+ Ascounting 0BINGNE 3:55AM EST CREATED Kathi Traveler

» Totals

9. Click the Close Document link, on the Document Toolbar on the left side of the page, to
close the document.

12/23/02 TM V2.0 105



TRAVEL MANAGER PREPARER 8.0 COURSE

VIII. CREATE A LOCAL VOUCHER

A. CREATE A NEW DOCUMENT

1. Click the Create a New Document link on the Document Toolbar on the left side of
the page. The New Document page is displayed.

Setup  Reports  Logowt  Help Document Preparation
Ts=x New Document
Susie Smith Quick Tip For this Document you can:
Traveler: To select a traveler, click on the S5M or Traveler Mame lockup button.
Add Trawveler Ito Travel Manager
Document Type i@ | Authorization hd Ao Name Ithis Document

* Create a New
Document
[» Open Existing Document SSN@I

Document Mame Q) I

Create |this Document

EJ
Ek

[» Review Documents Trawveler Name

2. Select Local Voucher from the Document Type pull down list.

Authorization ;I

Autharization
“Waucher

Lacal Waoucher
Amendment

“Woucher from Authorization

3. Click in the Document Name field and enter a name consisting of the Center ID
(always 51 for NASA GSFC), hyphen (-), the preparers Org Code (example: 156 (3-
letter code to be used), Date of departure (example: 08-24 (MM-DD)) use a hyphen °-’
to separate the month and day, and State or Country traveling to (example: VA).
Example: 51-15608-24VA.

4. If known, the traveler’s Social Security Number can be entered into the Traveler’s EID

(SSN) field. Otherwise, the EID (SSN) Lookup or Traveler Name Lookup icon
can be used to retrieve the traveler from a list.

5. Click the Traveler Name Lookup icon =l to the right of the Traveler Name field.
The Enter Search Criteria page is displayed. Enter part or the Traveler’s entire last
name.
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Setup Reports  Logout Help

User: Enter Search Criteria

Document Preparation

Susie L. Smith Last Name | Search
Traveler; e

Search Results

F Create a New

Search Results Prew 20 Mesd 20
Document LastHame _______ Fisthame M|
[» Dpen Existing Document Approver ‘ieston 22550004
[ Review Dacuments DOE EEHE 122:33-0000
DOE JOHN 422.33-0001
[ Delete Documents Preparer Wicky L 422.22-0002
[» CopyD t Smith Susie L 123-33-0006

[> Import Documents

6. Type the first letters of the traveler’s last name and click the button next to the
Last Name field. A list of traveler names is displayed.

7. Click the Prev 20 or Next 20 links at the top of the list to move backward or forward in
the list if necessary.

8. Click the EID (SSN) link for the traveler’s name.

9. The New Document page is displayed with the EID (SSN) and Traveler Name fields
filled.

Setup  Reports Logout  Help Document Preparation

s New Document
Kathi Traveler Quick Tip For this Document you can:
Traveler: Ta select a traveler, clidk an the EID or Traveler Name lookup button.
Add Trawveler |to Trawvel Manager
Document Type@lLocalVoucher ;I Auto Hame Ithis Document
" Create a New

Document Document Name@|1D-HAA11-15VA

|} Open Existing Document 55"@'254—58.?548

[ Review Documents

Crezte |this Dacument

Traveler Name  Traveler, Kathi Eh
[ Delete Documents

[# Copy Document

[> Impaort Documents

10. Click the this Document button in the For this Document you can: area. The
Document Summary page is displayed.
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B. DOCUMENT SUMMARY

Setup  Reports  Logout  Help Document Preparation
e Document Summary for Local Voucher
\eathi Traveler Quick Tip For this Document you can:
Traveler: Forspecific information, click on a Details link. ou can sign and stamp your document from the
o - [ t
Document Status section. &I oeumen
Kathi Traveler i Continue I Entering Document
[> Local Youcher: Travwel Mho;llzat‘ljon
10-HAw1 1155 Hrnber . Close | Current Document
Trawveler Detzsils 254-58-7548 , Kathi Traveler
* Document Summary
= Traveler Trip Purpose | =l

o Epenss Expense Detsils Expense Summary

= Accounting ick Expense

= Totalz

= Comments

" Pertorm Pre-Audits m
= Preview Document 10-02-AA30 0,00
= Export Document Taotal: |0 )

= Close Document Totals Detsils I ETR T

Amount Claimed

Fay To Charge Card 0.00
Fay To Traveler .00
Enter Comments <No its Entered:>

=R = == o cum ent Status

Stamp and Route I

Document Status: CREATED  Awaiting: Traveler, Kathi
1ature PIN

SIGNED = | | =

-
A 15

1. Select the Trip Purpose pull down list.

MEETING

CONFEREMCE ATTENDANCE
OTHER (se2& below)
PRESENTATION

SITEWISIT

TRAINING

2. Click the Document button in the For this Document you can: area in the top
right.

3. Click the Entering Document button in the For this Document you can:
area in the top right. The Expense Entry page is displayed.
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C. EXPENSES

Setup Reports  Logout Help Document Preparation

User:
Expense Entry for

Kathi Traveler . . A an-
e Quick Tip For this Document you can:
The Arrow icon indicates a required field. Clidk Sawve to sawe the current expense and
Vathi Traveler refresh the sereen o a new expense can be added. [ Use Quick Expense
[; Local voucher: Date O ez P e oo e
AD-HAAT- 15w A [mmdddiypyy] [
Expense Type I ;I Lookup Credit Card Expenses
= Document Summany P w
= Traweler Expense gy | &I Current Expense
Description
F EXpenses Miles l— Done | Entering Expenses
q Traveled
= Auscounting Rate Iﬁ Back I Cortinue I
= Totals Selection
« Comments N — [
= Document Status Number of I
. Feople
= Farfarm Pre-Audits O Reimbursable
) Cost @ |
= Preview Document ) Tepen]
It it axable
« Export Document ommernts 1=
Expenze
= Close Document Category
Pt
Methiod —I

-
4 ¢ Wendor I - I

-

Code @I C - Expenses - I

=
1. The date will default to the current date. Enter the Date in the date field or click the
Calendar icon next to the date field and click on the appropriate date.
2. Select FROM: TO: from the Expense Type pull down list.
=l
COMMERCIAL BUS-LOCAL
(FRON: TO:
& 00 AVAILABLE
&0V MAYBE AVAILABLE
GOVERNMENT CAR-GAS
METR OS5 UBMAY
PARKING-LOCAL
PRIVATE DWNED MOTORGYCLE
REGISTRATION FEE
TAXI-LOCAL
TOLLS-LOCAL
3. After the word FROM: type where you traveled. from. In the TO: field type the
destination.
4. Press [TAB] or click in the Miles Traveled field and enter miles.
5. Select the Rate Selection pull down list.
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1FOC

-0365 =

2P0OC -
SFPOC -
4P0C -
SPOC -

0.225
0875
0.105
0.220

6. The Cost field calculates to the mileage to be reimbursed.

7. Click in the Number of People field and enter the appropriate number.

8. Scroll down to view the Pmt Method field in the Cost Options area on the right. Note

the following.

ii. The Reimbursable check box is checked.

iii. TRAVELER is the default reimbursable payment method in the Pmt Method pull
down list. If any other payment type is selected, the expense cost will not be

reimbursed to the Traveler.

TRAVELER

‘TRAVELER
CENTRALBILLED CHARGECARD

IN-KIND
GOVEED
PAYMENT REIMBURSABLE EXPLANATION
METHOD CHECKED
|
Traveler Yes Reimbursable to Traveler.
Central billed
Charge card Not Reimbursable to Traveler. Paid
(CBA) No by Government.
Not Reimbursable to Traveler.
In-Kind No Provided at No Cost to Government.
Reimbursable to Government Credit
Card. The Agency is not currently
GOVCC Yes using this feature. TBD

9. Click in the Comments field and enter any necessary comments for the selected expense.

10 Click the Current Expense button in the For this Document you can: area in

the top right.
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11. The Expense Entry page is displayed again with the fields cleared to allow entry of
another expense. The first expense record is saved and is displayed at the bottom of the
page in the Current Expenses area.

Setup Reports  Logout Help Document Preparation

User:
Expense Entry for
Kathi Traweler ~ N A o
Tl Quick Tip For this Document you can:
The Armrow icon indicates a required field. Click Sawve to save the curent expense and
Vathi Traveler refresh the sereen so 3 new expense can be added. [ Use Quick Expense
[+ Local Woucher: Date @ IDS.DB.DZ - Usze Foreign Calculstor
A0-HAAT1-15%A [mmdddiypyy]
- Lookup Credit Card Expenses
= Document Summany Expense Type I —I
o Tremelen Exper\se '+ I Sawve I Current Expense
Description
F EXpenses Miles l— Done | Entering Expanses
q Trawveled
gaceining Rate Iﬁ Back I Continue I
= Totals Selection
= Comments Rate I
= Document Status Nurnber of I
. People
= Perfarm Pre-Audits [ Reimbursable
= Preview Document COSQ@I
o rit: O Taxable
« Export Document amments 1=
Expense
= Close Document Category
Pt
= Method =
4 k. “endor I vl
Code @I C - Expenses - I J
-

Current Expenses
; Expense [Amount

02MG2002 FROM: Home town TO: Anyplace & back 7.20

Total: 7.30

12. Notice the date defaults to the current date.

13. Select the type of expense from the Expense Type pull down list.

[

COMMERCIAL BUS-LOCAL
FROM: TO:

GOV AMVAILABLE

GOV MATYBE AVAILABLE
GOWVERHMENT CAR-GAS
METROMSUBWMAY

PARKING-LOCAL
FRIVATE OWYNED MOTORCYCLE

REGISTRATION FEE
TAXI-LOCAL
TOLLS-LOCAL

14. Click in the Cost field and enter the cost.

15. Click the Current Expense button in the For this Document you can: area in
the top right. The Expense Entry page displays with the expense record added.

16. The Expense Entry page displays the expenses in the Current Expenses area at the
bottom of the page.
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Current Expenses

F % osoemooz FROM: Home town TO: Anyplace & back 730

Fuction

F % osoemooz PARKING-LOCAL 5.00

Tatal: 12.20

17. Multiple expenses can be added quickly by using the Use Quick Expenses link in the
For this Document you can: area in the top right. This feature is covered in the Create
a Voucher from an Authorization section of this training module.

18. Click the button in the For this Document you can: area in the top right.
The Available Accounting Codes page is displayed.

D. ACCOUNTING

Setup Reports  Logout Help Dnrniment Prenaratinn
e Available Accounting Codes for 10-HAA11-15VA
Kathi Traveler Quick Tip For this Document you can:
Traveler: Once two of more accounting codes are selected, the Allocation button iz enabled. P

Mew Accounting Code

Kathi Traveler Enter Search Criteria | i |
[ Lozal Yousher: Eack Sorfinue
10-HAA1-15%A Accounting Code | Search | Retrieve |

= Document Summane

= Trawelar Master Accountmg Codes Clic unting Label to add to
« Expenses Search Results Prew A0 Mext 10
. Organization C Code
Accounting
10-02-AA30 AAZ0. ... 10.02. 4. . AADD.
= Totals

= Comments
= Document Status

= Perform Fre-Audits
« Preview [ t ;
revism Besmen Accounting Codes for 10-HAA11-15VA Click an item fo editidelets it

= Export Document
inn Code Extended Code

F % 10 10-02-AA30  AAS0. ... 10,02, 41, . AA00. Extended

ﬁ Edit X Delete

= Cloze Document

1. The Label for the Accounting Code used for Local Travel may need to be retrieved.

2. Click in the Accounting Code field in the Enter Search Criteria area and type the
accounting label.

3. Click the button in the Enter Search Criteria area. The Available
Accounting Codes page is displayed with the label for Local Travel located in the
Search Results list in the Master Accounting Codes area.
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Setup Reports gout Help Nnornment Prenaratinn

e Available Accounting Codes for

Kathi Traveler % Quick Tip For this Document you can:

Traveler:
ﬂl Hew Accounting Code
Kathi Travelar nter Search h
[ Local Youcher: ﬂl _IContlnue
A0-HAAT1- 18 A Accounting Code I Search I Retriewe I

= Document Summane

Onece tvo or more accounting codes are selected, the Allocation button iz enabled.

= Trawveler
- Expenses Search Results
Accounting
10 A0-02-A430 AAZ0. ... 10002, 41, . AA00.
= Totals

= Comments
= Document Status
= Perform Pre-Audits

= Preview Document

Accounting Codes for 10-HAAT1-15VA

IR 10 A00Z-AAE0 AASD. ... 10,02, 41, . AsDD, Extendad

ﬂ? Edit x Delete

= Export Document

= Close Document

4. Click the accounting label to add it to the Accounting Codes area at the bottom.

Setup  Reports gout __ Help Dneniment Prenaratinn

e Available Accounting Codes for

Wathi Traveler Quick Tip For this Document you can:
Traveler:
&I Mew Accounting Code
Kathi Travaler nter Search Criteri: i |
[ Local Woucher: ﬂl Continue
10-HAAT1-15YA Accourting Code [ Search | Retrieve |

= Document Summany

Onee two or more accounting codes are selected, the Allocation button is enabled.

= Trawelar
= Expenses

Accounting

= Totals

A0-02-A430 AA30. ... 10,02, 41, . AADD.

= Camments

= Document Status

« Perfarm Pre-Audits

* Preview Dosument Accounting Codes for 10-HAA11-15VA Click an item to editdel

= Export Document

A0-02-A820 ARA20. 10,02 44, AA00. Extended

= Cloze Document

ﬁy Edit x Delete
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Setup Reports | ogout Help Dnriiment Prenaratinn
e Update Accounting Code for
Wathi Traveler Quick Tip For this Document you can:
Traveler: “fou must enter an aceount label before Updating the Extended Acct Codes. Update | Esdended Acct Codes
Kathi Travelar

[ Local Yousher:
A0-HAAT1-15%A

= Document Summany
= Traweler

= Expenses

F Accounting

= Totals

= Comments

= Document Status

= Perform Fre-Audits
= Preview Document
= Export Document

= Close Document

Save | Acct Code Updates

Label |1D-02-AA30 O Save ting code
and extended Accounting Cancel | Acct Code Updates
Organization 10 hd codes to master list

Accounting Codes

Frogram Code |Aﬁ30 Frograrm ‘fear |D2
Function I Fund Source |41
Object Class | Meth of Ath |
Reimbrs Code I Org Code IAADD
Certer 0 [10 Part 10 |

NOTE:

If multiple accounting codes are selected on the document, the funds must be allocated.

5. Click the button in the For this Document you can: area in the top right. The

Total Details page is displayed.

E. TOTALS

Setup Reports | ogout Help Nnornment Prenaratinn

User:

Kathi Traveler
Traveler:

Kathi Traveler
[ Local voucher:
A0-HAAT1-15VA

= Document Summany
= Traveler

= Expenzes

= Accounting
 Totals

= Comments

= Document Status

= Perfarm Pre-Audits
= Preview Document
= Export Document

= Close Document

Total Details for

& Quick Tip For this Document you can:

If neceszany, enter additional corporate charge card payment amounts and click Calculate.
Calculate |New Totals for ocument

Backl Cortinue I

Tatal Expenszes: 12.30

Mon-rei mbursable Expenses: 0.00

Total Amourt Claimed: 12.30
[Due Gow't if negative)

Expenses on Gow't Charge 000
Card:

Add'l Gow't Charge Card IUUU—
Fayment:

Total Gow't Charge Card
Arnourt: 0.00

Fayto Gow't Charge Card: 0.00
Fayto Traweler: 12.30

Expense Cateyory Details

wpense Categony Organization ing [Amount
OTHER 0 A0-02-A420 e
FARKING 0 A0-02-AAZ0 5.00

1. Review the total details.

2. Click the button in the For this Document you can: area in the top right.
The Comments page is displayed.
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F. COMMENTS

Comments for

Quick Tip For this Document you can:

Click Apply and preset comments are insered into the Comments field. Comments can
alzo be typed directly into the comments field. Comments apply to the entire document. Apply I FPrezet Comments

Comments ﬂ EI Comments

Back |
Continue |

EI without Saving Comments

! o

1. Click the Preset Comments button in the For this Document you can: area in
the top right.

2.

Comments for

Quick Tip For this Document you can:
Click Apply and preset comments are inserted into the Comments field. Comments can Apply | Preset Comments

also be typed directly into the comments field. Comments apply to the entire document.

Commerts

EI Comments
Fleasze identify Purpose for trip ;I
Attend travel meeting in Anyplace Back | Cortinue |
Closa I without Saving Comments

-
“| | 3

3. Click the Comments button in the For this Document you can: area in the top
right. The Document Summary page is displayed.
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G. DOCUMENT SUMMARY

Setup Reports Logout Help MNocument Prenaration
R Document Summary for Local Voucher
\eathi Traveler Quick Tip For this Document you can:
Traveler: Farspecific infermation, click on a Details link. “ou can sign and stamp your decument from the
Document Status section. &I Cocument
Kathi Trawveler L Conti
[ Looal Voueher: Trawvel Mho’zlzat‘;on ontinue |Entering Document
10-HAAT1-15%A umber T I
Traweler Detsils 254-58-7548 , Kathi Traveler Current Document
F Document Summary
= Traveler Trip Purpose | ;l

o Epenss Expense Detsils |SHNERNTT T ETY

= Accountin
4 Quick Expense [LIEN AT

= Totals
FROM: Home town TO: Anyplace Z
02/06/2002 7.0
= Comments ﬁ X back
= Document Status J | ¥ |osmeizonz PARKING- LOCAL 5.00
= Perform Pre-Audits Total:|12.30

0 PG Beeumant LA ccounting Summary

= Export Document

= Close Document |1D-02-AA30 12.30 |

| Total:[12.30 |

Totals Details |G CRATTUTHETY

Amount

Disbursement Type

Amount Claimed 12.30
FPay To Charge Card 0.00
Fay To Traveler 12.30

Erter Commernts

=R = ==l o cument Status

Docurment Status: CREATED  Awaiting: Traveler, Kathi Stamp and Route |
Status T Iy Signature FIN Remars
SIGNED v | =]

-
A 15

1. Click any link, on the Document Toolbar located on the left side of the page, to review
any areas of the document prior to stamping and routing. When the document has been
viewed for errors, missing data, etc., it can be signed, stamped and routed.

2. If more than one (1) accounting code is funding the travel, click on the Accounting
Details link located beside the Accounting Summary area, and review allocation of
expenses to ensure proper distribution of funds to the correct account code prior to
signing the document.

3. Click on the Document Status link, on the Document Toolbar on the left side of the
page, to display the Status page to sign and stamp the document. The document may
also be signed and stamped in the Document Status area of the Document Summary

page.
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H. DOCUMENT STATUS

Setup  Reports  Logout  Help Nocument Prenaration

User:

Kathi Traveler
Traveler:

Kathi Traveler
[» Local voucher:
A0-HAAT1-15WA

= Document Summane
= Traveler

= Expenzes

= Aceounting

= Totals

= Comments

F Document Status
= Ferform Pre-Audits

= Preview Document

= Export ocument

= Cloze Document

Status for

% Quick Tip For this Document you can:

The Signature PIN is case sensitive!
Stamp | and Submit Document

Back Cortinue

Status to Apply I SIGHNED = l

Sigrature PIN |

&l
Remarks -
4 2

Document Routing

Traveler, Kathi SIGNED u}

Document History

ii i fo ent
paterTime Foh: s

080602 10:424M EST CREATED Kathi Traveler

1. Check the default Status to Apply value is set at SIGNED. DO NOT CHANGE IT.

2. Click in the Signature PIN field and enter the appropriate PIN.

3. Click in the Remarks box and type your remarks.

The Remarks field is to be used by Reviewers and/or Approvers to note approval or
disapproval. All comments should be entered in the Comments field for the document
except for when the Preparer creates a voucher for a traveler (see step 3 above).

NOTE:
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Infarmation Me

User:

Kathi Traveler
Traveler:

Kathi Traveler
[ Local Woucher:
10-HAAT 1-15%A

=Document Summarny
= Traveler

= Expenzes

= Accounting

= Totals

= Comments

F Document Status
= Perform Pre-Audits

= Preview Document

= Export Document

= Close Document

TRAVEL MANAGER PREPARER 8.0 COURSE

. —f—" " Gelco
TravelManager 8.0
Nocument Prenaration

Status for
Quick Tip

The Signature PIM iz case sensitive!

For this Document you can:

Stamp |and Submit Document
_Back | cortinue |

Status to Apply I SIGHED - I

Sigrature PIN [

Local Woucher prepared far traveler.
Remarks
4

Document Routing

B

Traweler, Kathi SIGNED o

Document History

Date/Time

O0SMGH0Z 10:934M EST CREATED Kathi Traveler

4. Click the and Submit Document button in the For this Document you can:
area in the top right. The Pre-Audit Results page is displayed.

5. The traveler must sign the Local Travel Voucher before routing is initiated. A traveler

must be logged into the system in order to sign and stamp the Local Travel Voucher. The
preparer cannot sign and stamp a Local Travel Voucher for a traveler.

I. PERFORM PRE-AUDITS

Setup Reports

User:

Kathi Traveler
Traveler:

Kathi Traveler
[> Local Woucher:
A0-HAAT1- 18N8

= Document Summane

= Traveler

= Expenses

» Accounting

= Totals

= Comments

= Document Status

* Perform Pre-Audits
= Preview Document

« Export Document

= Close Document

Logout Help

Nocument Prenaration

Pre-Audit Results for

For this Document you can:

Quick Tip
Click the Magnifying &lass icon to wiew detail comments for each audit process.

Justify I Pre-Audit Results

Close | Pre-Audit Results

Docurnent Name: 10-HAA11-15VA

Type: Local Woucher

Trarweler: Trawveler, Kathi

Status: FAIL
Comments
@APPRDVED B TRAVELR1 FASS
@APPRDVED B TRAVELRZ FASS
@APPRDVED B TRAVELRZ FASS
@ EXPEMNSE CATEGORIES FAIL OTHER GREATER THAN 0.00
E\PERSDNALINFD- KEY FASS
@TRA\JEL EXPENSES FASS
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—

D

Review the Pre-Audit Results that Travel Manager processes for the Local Voucher.

If any audit fails, the word ‘FAIL’ is in the Status column. A description of the failure

will appear in the Comments column. A ‘FAIL’ draws attention to a particular process

to ensure the preparer or signer has entered and reviewed the data correctly.

NOTE:

If changes are necessary to the document prior to signing, click the Pre-Audit
Results button in the For this Document you can: area in the top right. The document
will not be signed and will not route. The document can be modified without
adjustment.

Click the Pre-Audit Results button, in the For this Document you can: area in
the top right, to describe any audits that fail and need further explanation.

[98)

o

Initiated.

Click the Stamping the Document button in the For this Document you
can: area in the top right. The document is complete and has been routed.

Remember, the traveler still must sign the Local Travel Voucher before routing is

J. OPEN EXISTING DOCUMENT (VIEW/UPDATE)

1. Click the Open Existing Document link on the Document Toolbar on the left side of the

page.

Setup Reports  Logout Help Document Preparation

User:

Susie Smith
Traveler:

[} Create a New Document
[} Open Esisting Document
[} Review Dacuments
[ Delate Documants

[» Copy Document

[ Import Documents

2. The Traveler Listing (Open Document) page is displayed.

Setup Reports  Logout

User:

Susie Smith
Traveler:

[; Create a New Document

b Open Existing
Document
[ Review Documents

[> Delete Documents
[> Copy Document

[ Import Documents

Help

Traveler Listing (Open Document)

Document Preparation

Quick Tip
Type ane or mare leters of the travelefs last name and click

Search. Then, click the travelers name to list all documents

Enter Search Criteria

Documert Type IALL -I

Click on an entry to select it]

Search Results Precs 40 Mext 40
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3. Click in the Last Name field and type the first few letters of the traveler’s last name.

—

Search]

4. Click the button next to the Last Name field.

5. A list of travelers will display on the left side under the Traveler List area. Click on the
appropriate traveler name in the Traveler List areca. The Document Search (Open
Document) area lists all documents created for the traveler.

Setup  Reports  Logout  Help Nocument Prenaration
User:
Cathi Trovel Traveler Listing (Open Document) Document Search (Open Document)
athi Traveler
et % Quick Tip Document List
Type one or more letters of the travelers last name and
click Search. Then, click the travelars name to list all Traveler: Kathi Travele
[ Create a New Document documents. Type )

@ Authorization  10-CFA09-10FL SIGHED

B Enter Search Criteria j 0-CFEOS-20NC  0S/20M02 WMGT APPROVED
Document _ utharizatio } - v
> Review Documents
" : Last Hame I @ Authorization 0-CFBOS-11HY  02/11M02 CREATED

[ Delete Documents A0-CFBOY-Z0DC 0720002  SIGNED

@ Authorization
[> Copy Document Document Type IﬁLL vl

E Authorization  10-CFBO7-15NC 0771502 A TRAVEL AGENT

[; Import Documents Traveler List Cligk on an entry to select it Bl Authorization  10ef0715T 07502 A TRAVEL AGENT
Search Results FPrewv 40 Hext 40 B authorization  10c£0715TX1  07MSO2  CREATED
Name
10-HAA1-15VA  DS/0BM02 CREATED
Travaler, Kathi 254537545 B Locat vaucher

@Local\u"oucher A0-JED2-10GSFC O7ME02  SIGHED

6. Click on the Document icon = of the document to be opened. The Open Document
Signature page is displayed.

a. Documents that have been created but not routed will have CREATED in the
Status column.

b.  Documents that have been created and routed will have various stamp values in the
Status column, some of which may be SIGNED, ADJUSTED, REVIEWED,
APPROVED, MGT REVIEWED, MGT APPROVED, A TRAVEL AGENT,
CANCELLED, RETURNED, NASA CTO REVIEWED, NASA CTO
DISBURSED or DISBURSED.

c.  Documents that have been processed in the Travel Office and have completed
processing will have DATALINK in the Status column.

Setup  Reports  Logout  Help Document Preparation
EEE Open Document Signature
Susie L. Smith Quick Tip For this Document you can:
Traveler: The Signature PIN is case sensitivel Sign | 1o Review Dosument
Signature for Adjustroert | Ge‘l Document as Wiew-Onhy
[ Create a New Document
+ Open Existing _Cancel | Opzning Dosument
Document
[> Review Documants
NOTE:
o

The Open Document Signature page will not be displayed if the Traveler has not signed
the document. The Document Summary page will immediately display.
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7. The document can be opened one of two ways.

a.  Enter the appropriate signature PIN and click the to Review Document
button, in the For this Document you can: area in the top right, to adjust the
document.

OR

b.  Click the Document as View-Only button to open it as view only.

8. Click the Document as View-Only button, in the For this Document you can:

area in the top right, to open the document as view only. The Document Summary page
is displayed.

Setup Reports  Logout Help Document Preparation

(s Document Summary for Adjustment to Local Youcher View Onl

Kathi Traveler Quick Tip For this Document you can:
Traveler: For specific information, click an a Details link. ¥ou can sign and stamp your document from the Document . I

Status section. Continue | £oteting b
Kathi Traveler L
[ Local Youcher: Trawel Autherization 4q s s500010 %195 | Gurent Document
10-HAAT 1-15YA, Hurnber
Trawveler Detsilz 254-58-7548 , Kathi Traveler
' Document Summary
= Traveler Trip Purpose I ;I
SEpeEmEs SR » pense Summary
« Agcountin
d Edit [ Date & Amount

« Total

ot ﬁ? 02M06/2002 FROM: Home town TO: Anyplace & bade  |7.30
= Comments

g 08/06/2002 PARKING-LOCAL 5.00
s Document Status
J|1z.20

= Perform Pre-fAudits Tatal:

« Preview Document [ el ccounting Summary

» Export Document
= Close Document A0-02-A430 12.30

| Total:|12.30 |
SRS ENT otals Sum v
nt
Amount Claimed 12.30
FPay To Charge Card 0.00
Fay To Traveler 12.30
Erter Comments
N == 0=l g cyment Status Enter Status/FIN to stamp this document

Documnent Status: SIGNED  Awsiting: BARRY BACKUP APPROVER

9. Review the status of the document in the Document Status area on the Document
Summary page or click the Document Status link located beside the Document Status
area to view the Status page.

10. The Status indicates it is awaiting the approver.
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Report Doyt He Noriment Prenaratinn

s Status for (View Only)

Kathi Travelar Quick Tip For this Document you can:
Traveler: The Signature FIN iz case sensitive!
Back | Continue I

Kathi Traveler
[ Local Voucher:
A0-HAATA- 152

Document Routing

= Document Summary

Traveler

BARRY BACKUP APPROVER MG T APPROVED 1
* Expenses Brandon Approver MG T APPROVED 1
DG AMY SWEET DISBURSE z
= Totals LYNDA DUZTS DISBURSE 2
= Comments
+ Document Status Document History s ) is document
= Perform Pre-Audits
o Pl Deates 0BM0B02Z 10:43AM EST CREATED Kathi Traveler

0B/06/02 11:40AM EST SIGNED Kathi Traveler

= Export Document

= Close Document

11. Click the Close Document link, on the Document Toolbar on the left side of the page to
close the document.

IX. CONSTRUCTED VOUCHER

If a traveler deviates from the authorized itinerary or transportation mode, the reimbursement
amount is limited to the actual travel cost or the authorized original itinerary cost, whichever
is less. To determine the travelers’ compensation, both itineraries are to be entered into
Travel Manager as a Constructed Travel Voucher, and Travel Manager will select, and
process the voucher with the lesser of the two amounts.

This section contains instructions for creating a constructed travel voucher.

TRIP 1

One voucher is created with two different trips. The first trip will be copied to a second trip, and
modify the appropriate expenses. The less expensive of the two trips will be reimbursed to the
traveler.

A. CREATE A NEW DOCUMENT

1. Click the Create New Document link on the Document Toolbar on the left side of the
page. The New Document page is displayed.
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Setup _ Reports  Logout  Help Document Preparation
Lsen New Document
Susie L Smith Quick Tip For this Document you can:
Traveler: To select a traveler, click an the EID or Traveler Name loskup button.

Add Traveler to Travel hanager
Documert Type@lAutnnnzatmn vI Auto Name Im.s Document

b Create a Hew
Docurment Name |

Document Create |this Document
[ Open Existing Document SN | [El
[» Review Documents Traveler Name [El

[» Delete Dacuments

[ Copy Document

[> Import Documents

2. Select Voucher from Authorization in the Document Type pull down list.

FAuthoaorization -

Autharization
Woucher

Local Waucher
Amendment

3. Click in the Document Name field.

4. The Traveler Listing (Voucher from Authorization) page is displayed.

Setup _ Reports  Logout _ Help Document Preparation
User:
Traveler Listing {VYoucher from Authorizati
Susie L. Smith
[,\\Jsrawler: Quick Tip

Twpe one or morne letters of the travelers last name and click
Search. Then, click the travelers name teo list all documents,

b Create a New

Document Enter Search Criteria
[> Open Existing Document
Last Name

[> Delete Documents Traveler List

[ Review Bocuments

[» Copy Document Search Resulis Prev 40 Hest 40

MName

[> Import Documents

5. Click in the Last Name field under the Enter Search Criteria area and enter the last
Search ]

—

name of the traveler (or a portion of the name). Click the button, beside the

Last Name field.

6. The Traveler Listing (Voucher from Authorization) page is displayed with a list of
travelers. Use the Prev 40 or the Next 40 link, located in the Traveler List area, if
necessary to scroll through the list of travelers.

Setup  Reports _ Logout  Help Document Preparation

User:
Traveler Listing {Voucher from Authorizati

Susie L. Smith

Traveler: Quick Tip
Type one of more letters of the travelers last name and click

Search. Then, click the travelers name to list all documents,
» Create a Hew

Document Enter Search Criteria
[> Dpen Existing Dosument
[ Review Documents Last Name |do

[ Dalets Documants E i Click on an entry ac
[> Copy Document Search Results Prewv 40  Hew 40
[» Impet Dosuments pgme___________[e0 ]
DOE. JANE 122-33-0000
DOE, JOHN 122-33-0001

12/23/02 TM V2.0 123



TRAVEL MANAGER PREPARER 8.0 COURSE

7. Click the Name link of the desired traveler in the Traveler List area on the left side of
the page. A list of authorization documents will be displayed in the Document List in
the Document Search (Voucher from Authorization) area on the right.

Setup Reports  Logout Help Document Preparation
User:
e L St Traveler Listing (Voucher from Authorizati|| Document Search (Voucher from Authorization)
usie L Smi
iz Quick Tip Document List
Type ane ar more letters of the travelers last name and click
Search. Then, click the travelefs name to list all documents. Traveler: JANE DOE
b Create a New [tfvpe ~~ [Document Name
Document Enter Search Criteria [E avthorization 09-XH05-1300 05/302 APPROVED
[» Dpen Existing Document
B authorization 09-XX04-07DC 040702 SIGNED
i Last Name [do a
 "evion Doments B authorization 09-XX03-26AL2 032602 CREATED
D Delete Documants Traveler List i B authorization 23-AA0Z-11TX, 0211102 CREATED
[P Copy Documant Search fesults Prewdd  Hextdd B suthorization Q02 11T 02M102 APPROVED
Name
[> Import Documents 33404
DOE JAHE 132330000 B authorization 09-XX01-15MA 011502 APPROVED
DOE, JOHN 122-33-0001

8. Authorization documents created for that traveler will be displayed in the Document
Search (Voucher from Authorization) area on the right with the current Status of the
document.

a. Documents that have been created but not routed will have CREATED in the
Status column.

b. Documents that have been created and routed will have various stamp values in the
Status column, some of which may be SIGNED, ADJUSTED, REVIEWED,
APPROVED, MGT REVIEWED, MGT APPROVED, A TRAVEL AGENT,
CANCELLED, RETURNED or DISBURSED.

c. Documents that have completed processing will have DATALINK in the Status
column.

9. Click the Document icon I next to the desired authorization from the list. The New
Voucher From Authorization page is displayed.

Report Doyt He Nnciiment Drenaratinn

User: New Voucher from Authorization

Kathi Traveler % Quick Tip For this Document you can:

Traveler: To select a traveler, click on the EID or Traweler Name lookup button.

Add Traweler |to Travel Manager
DocumentType@l\!oucherfromAuthonzatlon ;I Auto Hame IthisDocument

b Create a New

Docurment Mame Q) |1 0-1A812-250H

Document Create Ithis Document
[» Open Existing Document 55"@'25458.?548 El‘
[» Review Documents Trawveler Name  Traveler, Kathi E|1

[ Delete Documents
[# Copy Document

[> Import Bocuments

10. Click the this Document button in the For this Document you can: area in the
top right. The Itinerary Information page is displayed with the data that was entered on
the authorization.
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B. ITINERARY

User:

Kathi Traveler
Traveler:

Kathi Traveler
[» Woucher: 10-14412-250H

= Document Summany
= Trip Number

= Traveler

F Itinerary

= Ticketed Trans

= Expenses

= Lodging/M&IE

= Accounting

= Totals

= Comments

= Document Status
= Pedform Pre-Audits
= Preview Document
= Export Document

= Close Document

t He Nnacnhment Prenaratinn

"

Itinerary Information for

Quick Tip For this Document you can:
The Begin Travel and End Travel fields must be completed before a per diem location can be added. A

5 Itinera
Remember to save your itinerany before continuing. ﬂl W

Backl Cortinue I

Trip Information
Trawel Mho{‘ijiii;nr 10-AA200014 fusth Date  [DSA0G2002

[mmiddiyyyy)
Purpose ITRAINING 3| Type ICNST vl

Description TM training d Trip Mo
-
4 4

Departure and Return Information
Begin Trawel I— - " -
Tmmddlyyny) @ 122502002 Depart [RES:, Depart Selection I l
End Trarvel I— - i Iﬁ
[mmdddiypyy) @ 123102002 Return |RES. . Return Selection
Trip Duration Multiple days -

Commernts ﬂ
. ol
| X Preset

1. Select CNST from the Type pull down list in the Trip Information area to indicate this
is a constructed voucher.

2. Click the Itinerary button in the For this Document you can: area in the top

right.

3. Click the Document Summary link on the Document Toolbar on the left side of the
page. The Document Summary page is displayed.
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C. DOCUMENT SUMMARY

Setup  Reports  Logout  Help Document Preparation
.

UEER Document Summary for Voucher
\athi Traveler Quick Tip For this Document you can:
Traveler: Faorspecific information, click an a Details link. You can sign and stamp wour document from the Document Status section
. _53ve | poqument
Trip Number
Kathi Traveler A
Cart
[> Vousher: 10-14A12-240H Travel Authorization 40 s o000 12 _Cantinse | grtaring posument
Number
» Document Summary . 01952 | ¢y ent Document
Traveler Detsils 254-58-7548 , Kathi Traveler
= Trip Number
R Purpﬂ.ss Dascrlp{l.nn
. HMinerary Detsils CLEWVELAND,OH 122402 - 12/31/02
= ltinerany

Ticketed Trans Detsils $250.00
= Tickated Trans

Evpense Detsils |[SAENLRITIE]S
= Expenses

= Lodging/hIE Guick Expense ST Amount
- Accounting Vi 3 |1zraz002 343 FOR RENTAL CARMS OV 25.00

« Tatals g | R’ ez RENTAL CAR 185,00
= Comments Taotal ;220,00
= Bocument Status Lodging/MAIE Detsils $315.00

= Perform Pre-fudits [ N SER ccounting Summary

= Praview Document
= Export Document |10-02-AA:30 7a5.00

» Close Document | Total 785,00

otals Sum
!

Totals Detsils

A

Non-Reimburzable Expenses 0.00

Advance Applied 0.00

Pay To Charge Card 0.00

Fav To Traveler 7e5.00 LI

1. Click on each link on the Document Toolbar on the left side of the page to review the
information in the Document Summary page for first trip. All information from the
Authorization has been copied to this Voucher except for the Lodging expenses which
have been zeroed out.

2. Click the Ticketed Trans link on the Document Toolbar on the left side of the page. The
Ticketed Transportation page is displayed.

D. TICKETED TRANSPORTATION

Ticketed Transportation for Youcher

Quick Tip For this Document you can:
To enter ticket information, click Add. Previously entered ticket information can be edited (Fencil icon) or deleted (X icon). Add | Ticket

Backl Cortinue I

Arrive

1. Review the ticket information. This information should remain for your first trip.

2. Click the Expenses link on the Document Toolbar on the left side of the page. The
Expense Entry page is displayed.
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E. EXPENSES

User:

Kathi Traveler
Traveler:

Kathi Traveler
[ woucher: 10-14412-240H
= Document Summary
= Trip Humber
= Traveler
= Itinerary
= Ticketed Trans
* Expenses
= Lodging/MEIE
= Accounting
= Totals
= Comments
= Document Status
= Perform Pre-Auodits
= Preview Document
= Export Document

= Close Document

Setup Reports  Logout Help Document Preparation
-

Expense Entry for 10-IAA12-240H
Quick Tip

The Arow icon indicates a required field. Click Sawe to save the cument expense and refresh the sereen so a
new expenze can be added

nate @ [Gramonz
i 1202412002

For this Document you can:

Use Quick Expense

Use Foreign Calculstor

RS ORE

Expanse Type | ;l Lockup Credit Card Expenses
Erpence g | Save | Cument Expense
Description

Milas Traveled I
Rate Selection - I
Rate [
st® [
Commerts d O Reimbursable

O Taxable

Dona IEnteling Expenses
ﬂl Continue I

Expense

LI Category ;I

Current Expenses

1212472002 GAS FOR RENTAL CAR/GOW 25.00

12/24/2002 RENTAL CAR 195.00

Total: 220.00

1. Review the expenses in the Current Expenses area.

a. Click the Update icon L] to edit any Current Expenses records for modifications.

b. Click the Delete icon to delete any Current Expenses records.

2. Click the Lodging/M&IE link in the For this Document you can: area in the top right.
The Lodging/M&IE page is displayed.

F. LODGING/M&IE

User:

Kathi Traveler
Traveler:

Kathi Trawveler
[ voucher: 10-1AA1Z-24 OH
= Document Summany
= Trip Number
= Traveler
= Itinerany
= Ticketed Trans
= Expenses
* Lodging/MaIE
= Accounting
= Totals
= Comments

= Document Status

= Perform Pre-Audits

Setup Reports  Logout Help Document Preparation

Lodging/M&IE for

Quick Tip For this Document you can:
An asterisk (") in the Special column indicates that a condition hasz been selected in the Advanced Lodging/MEIE

windaw, Delete All ILodgmg and MEIE expenses
Back Cantinue

Lodging/M&IE Data

oate —— oelete | M & IE Allowed FarDiem Rate

1204z & 000 000 250 26 14z

— et 000 000 42.00 a6 faz

7 120612 e E] 0.00 0.00 4z.00 a6 /42

& 12703 o & 0.00 0.00 42.00 86 /42
1212902 o] ] 0.00 0.00 4z.00 26742

1200z ot 000 000 42.00 26 14z

4 120002 e E 0.00 0.00 4200 o6 /42

& 12310z @ B 000 000 350 a6 faz

1. Lodging costs are zero on the voucher unless actuals or overrides were entered on the
authorization. The Lodging expenses must be entered.
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2. Click the Update icon L1 next to the first Lodging record. The Update Lodging and
M&IE Expenses page is displayed.

Setup Reports __ Logout Help Document Preparation

Wisizie Update Lodging and M&IE Expenses for (12/24/02)
Vathi Traveler Quick Tip For this document you can
Traveler: Farthiz lodging day, vou can edit specific actuals, leave data, meals provided status, lodging amount, and if desired

apply these changes fanard using the apply through tool.

Next | Expense
Save | Expenss Changes
Override | Lodging and M&IE

Close I Wiithout Saving Changes

Kathi Traveler
[ voucher: 10-142412-240H

= Document Summary

Lodging
= Trip Humber
Fer Diem Rate: 86 r 42

= Traveler Lodging: ID.DD Options

= ltinera
i Conference Allowance
= Ticketed Trans
|_ Conference Allowance  Conf Info
= Expenses

Corferance Rate:

F LodgingMaIE

Actuals
= Accounting
I— [T Lodging
Limit: 0.00

= Comments '

5 st M Meais
" Hosument Statls Breakfast: 0.00
= Parform Pre-Audits Lunch: 0.00

Dinner: 0.00
Incidertals: 0.00

= Preview Document

- Export Dacument Leave Data
= Close Document

© Nane
© pnnual

7 Other
Hours: O
Meals Provided

[ ereamtast

l_ Lunch ﬂ

3. Click in the Lodging field and type the amount.

4. Click the Calendar icon in Apply through Date area to the right of the Lodging
field and select the last day of travel.

5. Click the Expense Changes button in the For this Document you can: area in
the top right. The Lodging/M&IE page is redisplayed with the lodging costs entered.

Setup  Reports  Logout  Help Document Preparation

Tszm Lodging /M&IE for
Kathi Travelar Quick Tip For this Document you can:
Traveler: An asterigk (7) in the Special column indicates that a condition has been selected in the Advanced Lodging/M&IE

windou, Delete All ILodging and MEIE expenses
Kathi Traveler
[ oucher: 10-1A212-240H Back Continue I

= Document Summany Lodying/M&IE Data
= Trip Number N Replicate dg Allowed M 2 IE Allowed Per Diem Rate
« Traveler F 1oimanz ® B 26,00 26.00 21.50 86742
» ltinerany F—— ® E 600 86.00 42.00 86 /42
« Ticketed Trans .
< Expaneas F 12mem2 ] E] 36,00 36.00 42,00 a6 /492
LodsingMadE b e B 26,00 86.00 42,00 86742
B S— F S T— @ B 36,00 86.00 42,00 86742
« Totals [— @ 26.00 26.00 42.00 26742
« Comments - @® B 8600 86.00 42,00 86 142
oPeeImerE SEE 4 e o] B 0.00 0.00 31.50 36492

= Perform Pre-Audits

6. Click the Accounting link on the Document Toolbar on the left side of the page. The
Available Accounting Codes page is displayed.
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G. ACCOUNTING
Document Preparation

LSEL Available Accounting Codes for
Kathi Traweler Quick Tip For this Document you can:
Traveler: % Onse b or more acoounting codes are selected, the Allosation button is enabled. ﬂl New Accounting Code
D Vountar: 31A12 240 k| _centrue |
< Document Summary Azcounting Code I Search I Retriewe
* Trip Humber Master Accounting Codes Cliek Accounting Label to add to Document
O MEREED Search Results FPrew 10 Hext 10
= Hinerany “ode
= Ticketed Trans 10 A0-02-A520 AA20. ... 10.02. 44, . AN00.
» Expenses
= Lodging/M&IE
Accounting
= Totals
= Comments
= Document Status
+ Perform Fre-Audits Accounting Codes for 10-1AA12 240H Clidd an item to editfdelete it
= Prewiew Document Classification Code Extended Code
= Export Document I o 10-02-A430  AA30. ... 10.02. 41. . AADD. Extended
= Cloze Document iEdit Xbalete

1. Review and make any necessary changes to the accounting code information.
a. Click the Update icon L1 to edit any Accounting Code records for modifications.
b. Click the Delete icon to delete any Accounting Code records.

2. To add another account code:
a. If the account code desired is not initially in the Master Accounting Code area.

Enter the appropriate account code in the Accounting Code field.

Click the ‘E button.

If the account code is valid and available to the traveler, it will be listed in the Master
Accounting Codes list.

Select the label from the Master Accounting Codes area at the top of the page to add it
to the Accounting Codes for the Document area at the bottom.

b. If the account code is in the Master Accounting Code area:

The button will search the accounting codes listed under the Master
Accounting Codes area.

Select the label from the Master Accounting Codes area at the top of the page to add it
to the Accounting Codes for the Document area at the bottom of the page.

Be sure to allocate the funds if more than one accounting code is selected. Use the
Allocate link to the right of the accounting code.
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Click the Totals link on the Document Processing Toolbar on the left side of the page.
The Total Details page is displayed.

H. TOTALS
Setup  Reports  Logout  Help Document Preparation
User:

Total Details for

Kathi Traveler Quick Tip For this Document you can:
Traveler:

It necessary, enter changes and click Ok

caleuiste | ya Totalstor 0

Kathi Traveler q
Back I Contl I
[ woucher: 10-1A412-240H ac ontinue

= Documant Summary

= Trip Humb

fip Number Total Expenses: 1,367.00
= Traveler Norrreimbursable Expenses: 0.00
= ltinarary

= Ticketed Tranz Total Amount Claimed: 1,287.00

= Expenses

= Lodging/MEIE Gowt Advance Outstanding: 0.00

= Accounting Gowt Advance Applied: 0.00 0.00

+ Totals

= Comments Metto Trawveler: 1,287.00

 Document Status (Due Gov't it negative)

« Ferform Pre-fudits Expenses on Gov't Charge Card: 0.00

« Freview Document Addl Bow' Charge Card Payment: [0.00

- Export Bosument

= Close Document Total Gow't Charge Card Amount: 0.00
Payto Gow't Charge Card: 0.00
Payto Traveler: 1,287.00

(Tatals are based on tip 13

Expense Category Details

1 COM.CARIER 10 10-02- 430 26000
1 GRS 10 10-02- 530 26.00

1 LODGING 10 10-02- 430 G0z2.00
1" MEIE 10 10-02-AA30 315.00
1" RENTAL CAR 10 10-02-AA30 185.00

F denotes lowest cost tiip for constructed woucher

1. Review the Total Details for the first trip. Note the expenses in the Expense Category
Details area at the bottom of the page are for the first trip and the net due the traveler.

2. Click the Comments link on the Document Toolbar on the left side of the page. The
Comments page is displayed.

I. COMMENTS

Comments for

Quick Tip For this Document you can:
Click Apply and preset comments are ingerted into the Comments field. Comments can also be typed directly into the Appl | Fraset Comments
comments field. Comments apply to the entire document. ]

EI Comments
Bac:kl Continue |
Close I without Saving Comments

Carnrnerts

oucher due S days after completion of yvour trip)| d

-
1 F
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1. Review and make any necessary changes to the comments. Identify any changes to the
expenses that were authorized, not the regular expected expenses that are being added to
the voucher.

2. The comments assist the approvers and auditors in processing the voucher.

NOTE:

The Preset Comments button, in the For this Document you can: area in the
top right, will clear any comments that are in the field.

Click the Document Status link on the Document Toolbar on the left side of the page.
The Status page is displayed.

J. DOCUMENT STATUS

Setup Reports  Logout Help Document Preparation
Uiz Status for
Kathi Travalar Quick Tip For this Document you can:
Traveler: g The Signature PIN is case sensitiva!
Stamp Iand Submit Document
Kathi Traveler
[ Woucher: 10-14412-240H Back | Continue |

= Document Summa
it/ Statusto #pply [SIBNED <]

= Trip Humber

= Traveler Signature PIN |

= Itinerary ;I
= Ticketed Trans Remarks st
» Expenses Al r

- Lodgina/MEIE

= Accounting

Document Routing

= Totals

« Comments
Traveler, Kathi SIGNED 0
» Document Status

= Perform Pre-Audits n
Document History
= Preview Document

D ateiTime
080602 12:21PM EST CREATED Kathi Traveler

= Export Document

= Close Document

1. Review the status of the voucher. The Status to Apply is set at the default value. DO
NOT CHANGE IT.

2. Click the Perform Pre-Audits link on the Document Toolbar on the left side of the page.
The Pre-Audit Results page is displayed.
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K. PERFORM PRE-AUDITS

Renaor oot Ho MAmmmant Neanaeating
LSRR Pre-Audit Results for' . .  _ _ _
Susie L. Smith Quick Tip For this Document you can:
Traveler: Click the Magnifying lass icon to view detail comments for eash audit process.
Close | Pre-Audit Results
JANE DOE Document Name: 98-XX04070C
[ Youcher: 93-XX04-070C Type: Vousher
» Document Summany Trawveler: DOE, JANE
= Trip Numhber Status: PASS
« Minerany
= Ticketed Trans AL [status ~—— Jromments
+ Expenses @AEET CODES AUTHRZED FASS
+ Lodging/MEIE [B acTual MuLTiPLER PASS
S B setuacs st PASS
» Totals B spPuLiED ADvaNcE PASS
» Comments B\ appRovAL BY TRAVELR1 PASS
» Document Status B\ aprRovED BY TRAVELRZ PASE
} Perform Pre-Audits [ sprROVED BY TRAVELRS PASS
+ Preview Dosument B autHoREaTION EXIST [
= Export Document [ conrerence AL omance FASS Il
» Close Document [ cost comparison PASS
[ cost Less com. cark PASS
[ iy expeNsE THRESH PASS
[ LT puT METHOD USED PASS
B suPLicATE A NUMBER PASE
B exp car % variance PASS
[ exp catecory UsED PASS
@EXP CATEGORY USED1 FASS
[ exp catecory UsED2 PASS
[ expense catEcomiEs PASS
B Launorviory cLEANING PASS E

1. Review the Pre-Audit Results for Trip 1.

2. Click the Document Summary link on the Document Toolbar on the left side of the
page. The Document Summary page is displayed.
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L. DOCUMENT SUMMARY
Document Preparation

User:

Kathi Traveler
Traveler:

Kathi Traweler
[» woucher: 10-14412-240H

* Document Summary
= Trip Humber

= Travelar

= ltinerary

= Ticketed Trans

= Expenses

= LodgingfM&IE

= Accounting

= Totals

= Comments

= Document Status
= Parform Pre-Audits
= Preview Document
» Export Document

= Close Document

Document Summary for Youcher

For this Document you can:

Quick Tip
For specific inform ation, click on a Details link. Yau can sign and stamp your document from the Document Status saction

52 | pocumant
_Continue | Entering Document
M Current Document

Trip Humber 1

Travel suthorization 4 4 ao00012
Number

Traveler Detsils 254-58-7548 , Kathi Traveler

Purpose Deseriptian
tinerary Detsils CLEVELAND,OH 12/24/02 - 12/31/02
Ticksted Trans Detsils $250.00

Cebas AN xpense Summary

Quick Expense [3

Amount

AS FOR RENTAL CAR/GOV

7 25.00
g | % |rzranooz RENTAL CAR 18500
Totsl ;220,00

Lodaing/M&1E Detsils $315.00

P A ccounting Summary

|10-02-AA30 755.00 |

| Total:[726.00 | i

e ERNESENT otals S i

Amount Cl ed

Mon-Reimbuisable Expenses 0.00
Advance Applied 0.00
Fay To Charge Card 0.00

PavTo Travelar

1. Review the information in the Document Summary page for Trip 1.
2. Click the Trip Number link on the Document Toolbar on the left side of the page. The
Trips page is displayed.
TRIP 2

Trip 1 will be copied to Trip 2 and the appropriate expenses changed in Trip 2 to reflect the
any changes to travel.

M. TRIP NUMBER

Setup Reports

User:

Kathi Traveler
Traveler:

Kathi Travaler
[ oucher: 10-1A812-240H

Trip Ho Tiip Type Trip Purpose Dep Date Ret Date
+ Document Summary
R CNST TRAINING 12124002 1203102

+ Trip Number

Logout Help

Trips

Quick Tip
To add a trip to this document, click Add.

rips for 10-1AA12-240H

Document Preparation

For this Document you can:

_Add | Trips

Cancel | T rips i nd o

1. Click the Copy Trip button next to the Trip No 1 link. The Copy Trips page is

displayed.
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Setup  Reports  Logout  Help Document Preparation
Wisiaie Copy Trips
Susie L. Smith Quick Tip For this Document you can:
Traveler: (g To acceptthe default, elick OK.
Sava | New Trip
JANE DOE Gopy From Trip J1

[» ¥oucher: S3-%¥04-0700 Close | without Saving

Copy To Trip |2

» Document Summany

¥ Trip Number
= Trawvelar

2. Click the _save | New Trip button, in the From this Document you can: area, to save
the new trip. The Trips page is redisplayed. Notice that tripl has been copied to trip 2.
Both trips will be identical until changes are made to Trip 2.

Setup Reports  Logout Help Document Preparation
User: TI‘ipS
Susie L. Smith Quick Tip For this Document you can:
Traveler: g To add a trip to this decumant, clidk Add
23d | Trips
JAHE DOE rips for 99-XX04 07DC
Voucher: 83-X#04-070C cancel | Trips Window

Dep Date Ret Date

» Document Summa

v ®E CNST TRAINING 040702 04410102
* Trip Number ®KE N CNST TRAINING 0410702 0410002
« Traveler 2
« Hinerary

3. Click on the 2 link in the Trip No area. The Document Summary page of Trip 2 is
displayed. All of the data entered can be viewed from this page. Click any link within
the document to view details and to make changes.

NOTE:

To switch between trips, click the Trip Number link, on the Document Toolbar on the
left side of the page, and click the desired trip number in the Trips page.
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N. DOCUMENT SUMMARY

Setup Reports  Logout

User:

Kathi Traveler
Traveler:

Kathi Trawveler
[ Woucher: 10-14A12-240H

¥ Document Summary
= Trip Humber

= Traveler

= Mineran

= Ticketed Trans

= Expenses

= Lodging/MEIE

= Accounting

= Totals

= Comments

= Document Status
= Perform Pre-Audits
= Preview Document
= Export Document

= Cloze Document

Help

Document Summary for Youcher

8

Quick Tip For this Document you can:
For specific infarmation, elick on a Details link. You can sign and stamp your document fram the Document Status section. Save | Document

Trip Hurb X
rip Humber 2 Continue | Entering Document
Travel Autherization 40 o onnnas

Mumber Close I Current Document

Document Preparation

Trawveler Details 264-58-7548 , Kathi Traveler

Furpose Description <No Purpose Description Entered>
tinersry Details CLEVELAND,OH 122402 - 12731102
Ticketed Trans Datsils $250,00

Expense Details (RAETERAVINTET Y

Luick Expense |V E e Amount
Vi 545 FOR RENTAL CAR/GOV 25.00
F | R [rzeaconz RENTAL CAR 185.00

Total :|220.00

Lodging/M&IE Detsils $917.00
P SR ccounting Summary

10-02-AAS0

1,387 .00
Total:[1,367 00 |

Totals Details |EETERITITIETY

sement Type Amount
Amount Claimed 1,287 .00
Hon-Reimbursable Expenses 0.00
Advance Applied 0.00
Pay To Charge Card 0.00
Pay To Traveler 1,387 .00
Enter Comments <No C Entered>
Lt =D o cument Status Enter StatusiPIN to stamp th

Document Status: CREATED  Aowaiting: Traveler, Kathi Samp and Route I

5t 3 Signature PIN
| |

|

1. Review the information on the Trip Number 2 Document Summary page. Notice all the
information from Trip 1 has been copied to Trip 2.

2. Click on the Itinerary Details link in the Document Summary page. Note the Type for
Trip 2 is CNST.

Auth Date  [02/06/2002

[mmitdd iy
Type I CHST - I
Trip No 2

3. Click the Ticketed Trans link on the Document Toolbar on the left side of the page. The
Ticketed Transportation page is displayed.
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O. TICKETED TRANSPORTATION

Ticketed Transportation for Youcher

Quick Tip For this Document you can:
To enterticket information, click Add. Praviously entered ticket information can be edited (Pencil icon) or daletad (X icon). Add | Tidket

Backl Continue |

Ticket Ha Dep Date

73 Saa ltinerany 1 1224002 AIR 260.00 na

1. Click the Delete icon to delete the ticket information.

. 0K . . .
2. Click the j button in the pop-up confirmation message window to agree to
delete the ticket information.

3. Click the Expenses link on the Document Toolbar on the left side of the page. The
Expense Entry page is displayed.

P. EXPENSES

Setup  Reports  Logout  Help Document Preparation

User:
Expense Entry for __ _

Kathi Traveler . .
Traveler: Quick Tip
The Armovw icon indicates a required field. Click Save to save the current expanse and refresh the screen so a new

For this Document you can:

CHTA T axpense ean be added B e Vil B
[» Youcher: 10-14#12-240H . fdd’DalE] © zeanom Use Foreign Caleulstar
mm; .
+ Document Summary Epensa e | = Ppesporn Grmem Bramrs
« Trip Humb
fip Humber Expense gy [ Save | curent Expense
+ Traveler Description
= linerary Miles Trawveled I Done | Entering Expenses
+ Ticketed Trans Rate Selection | B _Back | | continue |
} Expenses
ERpENSEs Rate I—
+ Lodging/M&IE
+ Accounting cost @ | Cost Options
. Totals Commerts ;I [ Reimbursable
= Comments [ Taxzble
+ Documant Status Bemes
« Parform Pre-Audits _I;I Categary
q » Pt -
= Preview Document Method _I
« Export Document endor Iﬁ
+ Close Dacument

127242002 &A% FOR RENTAL CARMGOW 25.00

12/24¢2002 RENTAL CAR 195.00

Tatal: 220.00

-

=l

1. The expenses for Trip 2 must be changed to reflect the changes.

2. Click the Use Quick Expense link on the Document Toolbar on the left side of the page.
The Quick Expense Entry page is displayed.
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Q. QuicK EXPENSE ENTRY

Setup Reports  Logout Help Document Preparation
User: . =
Quick Expense Entry for
Kathi Travelar m -
Traveler Quick Tip For this Document you can:
Enter up to 10 expenses at once. Previoushy entered expenses can be edited (Pancil icon) or deleted (% icon).
Kathi Traveler Save IExpenses

[ Youcher: 10-1AA12-24 OH

Dore | Entering Expenses

= Document Summany "
— Quick Expense Entry
e Jeem T S~ N
— 1 BE [rzranz | JE1 I B T
« Ticketed Trans 2 BE [izzanz I =T | B |
» Expenses
+ Lodging/M&IE 3 BE [rzzan | = ! B
o Brmling 4 BE [zzanz I JE1 I E |
o etk s BE [1zranz | = I B
= Comments
= Document Status g GE |12'Q4’02 I ;I I I El‘ I
+ Parform Pre-fudits 7 BE [zzanz | =l | | Ble |
+ Preview Document : BE [zaam | =] [ Bl | -
» Export Document
« Close Dacument s BE [zeanz | =l I ! B

w0 B [1zranz | = I B =

Current Expenses
Acti Amoun

j x 1252402002 A3 FOR RENTAL CAR/GOY 25.00

j x 12/24/2002 REMTAL CAR 105.00

Tatal: 220.00

NOTE:

Use Quick Expense to ADD expenses. Do not use to modify expenses.

The page is divided in half. Each half is scrollable.

1. The top half contains 10 rows for quick expense entry. The bottom half displays a list of
current expenses that are on the document.

2. Onrow 1, review the date. Make sure it is the correct date for the trip. On row 2, click

the Calendar icon next to the Date field and select the day the expense was
incurred. The date can also be modified in the Date field.

3. Click the Expenses button in the For this Document you can: area in the top
right. The Quick Expense Entry page is displayed with the expenses listed in the
Current Expenses area at the bottom of the page.
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Setup  Reports  Logout  Help Document Preparation
-

User: . =

Quick Expense Entry for
Trp;::I;r':‘m'er Quick Tip For this Document you can:

Enter up to 10 expenses at once. Previoushy entered expenses can be edited (Pencil icon) or deleted (X icon).
Kathi Travelar &I Expenses
“oucher: 10-14412-24 0H
P Done IEntering Expenses

= Dooument Summary .
—— Quick Expense Entry
b e T S - W
o ey 1 BE [rzranz I = [ Bl |
= Ticketed Trans 2 BE [izzanz I =l I T S
! Expenses o
= Lodging/M&IE s BE [z | =l I I Bk |
+ Accounting + BE [rzrzanz | =] [ I Bl |
" UGl s BE [izrzavz | JE3 I B T
= Comments
« Document Status s BE [rranz | =l | | B
+ Perform Pre-Audits 7 BE [rzrzanz | JE1 I E |
« Preview Document : BE [emam | - | | B |
= Expart Document
= Close Document 9 Og |122%2 I ;I I I El‘ I

1w E fzranz | = | B | d

Current Expenses

Amount
F % 1zeasm GAS FOR RENTAL CARMGOV 26.00
F % 12eaz02 RENTAL CAR 195.00
Total: 220.00

4. Click the Entering Expenses button in the For this Document you can: area in
the top right. The following message window is displayed.

ifmptryLifmp.nasa.goy - [JavaScript Application El

This will send wou to the Document Surmmary Screen.

Ik I Zancel

@ You have nokt entered any expenses, would you like to continue?

QK

5. Click the
page is displayed.

button in the pop-up message window. The Document Summary

6. Click the Lodging/M&IE link on the Document Toolbar on the left side of the page on
the Document Summary page.
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R. LODGING/M&IE

Setup  Reports Logout  Help Document Preparation

UsER Lodging/M&IE for

Kathi Traveler Quick Tip For this Document you can:

Traveler: An asterisc®) in the Special column indicates that a condition has been selected in the Advanced Lodging/M&IE
wind o, Delete All_|Lodging and MAIE expenses
Kathi Traveler
[ woucher: 10-14412-24 0H Back Continus

= Document Summany Lodging/M&IE Data
o i [mmlr=n [pate. [pelste  |Replicate 49 Allowes Far Diem Rate
= Traveler F 12man2 o] B 5.0 88.00 3150 a6 142
«lti

neran - ] B 86.00 86.00 42.00 36 /42
- Ticketed Trans 7 ® B

& 56.00 50.00 4z.00 R

= Expenses 1202602 =
 LoddinaMAIE - ] ] 8600 86.00 42.00 26442
= Aeeaunting & i2oeinz o) B 86.00 86.00 4200 36142
- Totals ¢ L] E] 56.00 56.00 42.00 36442
plecnmEn F 12m0m2 o] B 86.00 86.00 4200 36142
SlEmEEETE . L] El oo oo 3180 86 /42

= Perform Pre-Audits

1. Review the information on the Lodging/M&IE page. The information for Trip 2 should
be the same as for Trip 1.

2. Click the Accounting link on the Document Toolbar on the left side of the page. The
Available Accounting Codes page is displayed.

S. ACCOUNTING

Setup Reports  Logout Help Document Preparation
(2 Available Accounting Codes for
Kathi Traveler Quick Tip For this Document you can:
Traveler: Once bwa or mare aceounting codes are selected, the Allacation button is enabled Pl | e Rsmniling Eoda

Kathi Traveler Enter Search Criteria el
[» “oucher: 10:14412-240H ac | ontinue
Accounting Code i
- Document Summary 4 | Search | _Retrieve |

= Trip Number f
5 Master Accounting Codes
= Trawvelar
Search Results Prew 10 Next 10
= ltinarary P—
= Tidieted Trans 10 A0-0Z-AAZ0 AA30. ... 10. 02, 41, . AAOD.
= Expenses

= Lodging/M&IE

» Accounting

= Totals

= Comments

= Document Status
= Perform Pre-Audits
= Preview Document
= Export Document

= Cloze Document

Accounting Codes for 10-1AA412.240H o editidelete it

F %0 10-02-AA30  AABD. ... 10,02, 41, . AADD. Extended

J Edit x Delete

1. Review the accounting codes. The information for Trip 2 should be the same as for Trip
1.

2. Click the Totals link on the Document Toolbar on the left side of the page. The Total
Details page is displayed.
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T. TOTALS

[ voucher: 10-1A#12-240H
= Document Summarny
= Trip Number
= Traveler
= ltinerary

= Ticketed Trans

» Expensas

« Lodging/MEIE Govt Advance Outstanding: 0.00
» Accounting 4 vanoe Applied: 0.00
" Totals

» Comments

= Document Status

) Expensas on Gowv't Charge Card: 0.00
» Perform Pre-Audits

User: .
Total Details for __ _. ... _ . _..
Kathi Traveler Quick Tip
Traveler: If necessary, enter changes and click QK.
Kathi Traveler

Total Expenses

Norereimburszble Expenses

Total Amount Clai med

Net to Traweler

o P Docmmem Add'l Gow't Charge Card Payment: |0.00

S 1,137.00
:0.00

Setup  Reports  Logout  Help Document Preparation
-

For this Document you can:

Calculate I New Totals for Document

Backl Continue I

:1,137.00

©1.137.00
(Due Gov'tif negative)

» Export Document

= Close Document Total Gow't Charge Card Amourt: 0.00

1 COM.CARIER
1 GAS

1 LODGING

1 MEIE

1 RENTAL CAR
ar GAS

2 LODGING

b MEIE

Payta Govt Charge Card: 0.00

10
10
10
10
0
0
0
0

Payta Trawveler

Jrganization

HE S

(Totals are based on )

A0-02-AA30
10-02-AA30
0-02-AA30
A0-02-AA30
A0-02-AA30
A0-02-AA20
A0-02-AA20
A0-02-A420

Expense Category Details

Amount

260,00
25.00

G0Z.00
315.00
185.00
25.00

602.00
215.00

1. Note the statement ‘(Totals are based on trip 2)’ in the middle of the page and that the

Expense Category Details list shows expenses for both trips. Asterisks ‘*” appear

beside the expenses for the lowest cost trip.

2. Click the Comments link on the Document Toolbar on the left side of the page. The

Comments page is displayed.
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U. COMMENTS

Comments for

Quick Tip For this Document you can:
Click Apply and preset comments are inserted into the Comments field. Comments can also be typed directly into the Apply I Pzt Cemmens

comments field. Comments apply to the entire document.

&I Comments
Backl Continue I
Close | without Saving Comments

Comments

Woucher due 5§ days after completion of wour trip. ﬂ

-
4 2

1. Identify any changes to what was already authorize and enter comments.

2. Click the Perform Pre-Audits link on the Document Toolbar on the left side of the page.
The Pre-Audit Results page is displayed.

V. PERFORM PRE-AUDITS

Setup Reports L ogout Help Nnriment Prenaratinn
-
User: ; i
Pre-AuditResultsfor .
Kathi Traveler Quick Tip For this Document you can:
Traveler: Click the Magnifying Glass icon to view detail commants for each audit process.
Closa | Pre-udit Results
Kathi Trawelar Document Hame: 10-14412-240H
[ Austhorization: Type: Authorization
10-14412-240H

Traweler: Traveler, Kathi

= Document Summarny Status: PASS

= Traveler
(gD Pre-Audit Results
« Ticketed Trans lStatus __[comments
- Expenses Buactuacs exist PAgS
= Lodging/MEIE [\ aAPPROVED B TRAVELRA s
= Accounting B\ appROVED B TRAVELRZ PAZS
- Tl B apprOVED Y TRAVELRS FASS
0 Commnes [\ casH apvances ExisT PAZS
P Bozme S [\ cONFERENCE ALLOWANCE FASS
Berform Pre-Audits [\ paiLy EXPENSE THRESH PASS
= Preview Document @EXP CATESDRY USED PASS
+ Export Document B\ exp catECORY USEDY FASS
= Cloge Document L

1. If any audit fails, the word “FAIL” will be in the Status column. A comment describing
the failure will appear in the Comments column as shown above. A Fail draws attention
to a particular process to ensure the preparer or signer has entered/reviewed the data
correctly.

NOTE:

Adding expenses to the voucher that were not previously authorized on the
authorization may cause an audit failure, which will bring the expenses to the
attention of the Approvers and/or Reviewers during the Pre Audit Results check.

2. Click the Document Summary link on the Document Toolbar on the left side of the
page. The Document Summary page is displayed.
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W. DOCUMENT SUMMARY

1. Review the Document Summary. Click any links to view details.
2. To print the voucher:

a. Click on the Preview Document link on the Document Processing Toolbar on the
left side of the page.

b. The browser will launch a new window over the existing window. The travel
document may be reviewed on the screen or printed. Use the scroll bar to see the

additional pages.
03/a7/02 VOUCHER | Voucher: 99-XX04-070C
FRAGE 1 #+ Read Priwvacy Act Cm Last Page #+ | TA MNum: 90-XX200015

1] MAME: DOE, JANE . SEN: 122-33-00040

ADDR . PHONE -

MAIL <D0
Rezldence, USA ORS: 89-XX
TITLE:

OOTY: Resildence, USA TE: & SEC CLR:

RES: Reszidence, USA CARD: CARD HCOLDER

HOURE: 34

Praparad By E Smith 1234 Dest Cods 99
2] FRCOM O TA NUMEER TA DATE TRIF PURPOEE TRIF TYPE
04 /07 /2002

04/10/2002
59 -HX200015 D3/ 05/2002
TRAINING CHET
GTR/TICKET ND TALUE CR CLS DATE FROM TO

4] ACDOUNTIBG CLASS CODE TRIP 1 2-CHSTRCT TRIF 1 5y FINAMCE OFFICE
90-XX12345 6E4.00 964.00

11111112345, .1234..99.02.42.00 . XX .ABC

£)NON- REIMBURSABLE EXPENSES
TOTAL AMOTHT CLATMED ------ - - -= = === == =mmm o= = == GE4. 0D
ADVANCE OUTSTANDING -----

ADVANCE APPLIED --------- .00
HET TC TRAVELER [GOVT] ------ommm oo emee oo e 664.00
-Copyright 1998 Gelco Information MetwoTk GED, INC.-mame==--- fmmmm—————

I certify that this Voucher 18 trus and correct to the best |9)

of my knowledge and belief, and that payment or credit has VOUCHER WO
not bean received by me. I hersby assaign the United States
any right I may have against any partiss in connection, with| SCHEDULE HO:
reimburzable transportaticn charges described above, pur-

chased under cash payment procedurss (41 CFRE Part 301-10). CERTIFIED BY:
T1TRAVELER EIGHATURE DATE DATE:
................................................................................
This Voucher 1= approwed. Long distance telephone calls, 1a)

1T any, are certified as necesBary in the interest of the CASH RECEIFT DATE
Government. ([Note:. If long distance telephone calls are

included, the approving official must have been authorized AMOUNT 2
in writing by the head of the department or agency to so
cartify (31 U.5.C. &d0al). EIGHATURE

9] AFFROVED, DATE

Page 1 of a Voucher
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03/07/02 TOUZHER | roucher 20-X¥04-070C
PAGE 2 %+ Read Privacy Act Cn Last Page ** |DOE 122-32-0000
(11} ITINERARY AND TRANSPORTATICN EXPENSEES - TRIP M> 1

DATE TIME CEFARTED/ARRIVED LOCATIONS MODE CoST DESCRIPTICH

04,/07 /2002
D-RES: Resldence, USA

04 /0772002

A-WASHIMGTON, TC
04/07 /2002 AIR 400.00 oo
0407/ TAXI 20.00 Tax
04/10/2002

D-WASHIMGTON, TC
04,/10,/2002

A RES: Resldence, USA
0471072002 TARXI 20.00 T

TOTAL TRANSPORTATICH EXPENEES 440.00

[12) EUBSISTENCE AND CTHER REIMBUREABLE EXFEMEES

ACTUAL LODGING MEALSE MezIE P-DIEM

DATE LODGING ALLOWED B L D ALLOW RATE OTHER EXFENEES AMOUNT
04407 112.90 11%2.40 34.50 119545 o.an
04,/a07 TIFS FOR TAXI/LIMO .00

04,08 112.00 112.00 119748 o.an

04,409 112.00 11%2.400 113/48 o.an
04,140 0.oo 0.on 119/ 48 0.an
04,4140 TIFS FOR TAXI/LIMO 2.40

A57.00 £.00

mmm (13 ] COMAENTS : o m i i i o i i i i i i i

Voucher dus 5 days after completion of your trip.

Page 2 of a Voucher
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a3fo7r/o2 TOUCHER | voucher . 99-XX04-070C
FAGE 3 &* Bead Privacy Act On Last Page v+ |DOE 122-331-0000D
(11} ITINERARY AND TRANSPORTATICH EXPENSEE - TRIP IO 2
DATE TIME CEPARTED/ARRIVED LOCATIONS MCODE COST DESCRIPTICH
04 /07 /2002
D-RES: Resldence, UsA
04,/07 /2002
A-WASHINGTON, DC
04,/07 /2002 1PpCC 72.00 pav
M . 1 0 L
04/10/2002
D- WASHINGTON, DC
04/10/2002 1PCC 73.00 pav
Milaage . twta X
04/10/2002
A RES: Resldence, UsA
TOTAL TRANSPORTATICH EXPENSES 146.00
[12) EUBSISTENCE AND CTHER REIMBUREAELE EXFENSES
ACTUAL LODGIMG MEALS MeIE P-DIEM
DATE LODGING ALLOWED B L D ALLOW RATE OTHER EXFENEES AMOUNT
a4./a7 115.00 11%9.400 34.50 113748 o.ao
04/08 112.400 11%2.400 4E6.00 119748 o.an
04,/09 115.00 11%.400 46.00 113745 o.ao
a4,/10 o.ao 0.ao 34.50 119744 o.ao
A57.00 161.00 o.ao

=== {13] COMMEITS : == m i i o o o ot i i i i

Voucher dus 5 days after completion of your trip.

VERCIV=-RATE TEL DATE=-0Z/01,/02=-Copyright 159 Gelco Informaticn Netweork GSD, Inc.

Excepticn to 5F 1012

MOTE: Falslficaticn of an item in an expenss account works a forfsiture of
claim (23 U.E.C. 2514) and may result in a fine of not more than £140,.000 or
impriscoment for not more than & years or both (1B U.S.C. 2897; 1.4. 1001).

In compliance with the Privacy Act of 1974, the following information is prowv-
ided: Solicitation of the informaticn on this form 18 authorized by 5 U.S.C.
Chap. 57 as implemented by the Federal Travel Begulations (41 CFR 3d1-3040,
E.0. 11£09 of July 22, 1071, E.Q. 11012 of March 27, 1962, E.0. 0197 of Hov.
27, 19431 and € U.S.C. E£0110b) and £109. The primary purposs of the requested
informaticn 18 to determine pa‘_.rmen.t ar reimbursement to ElinglE individuals

Page 3 of a Voucher
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for allawable trawel and/or relocation expenses incurred under appropriate
administrative authorizaticn and to record and maintain costs of such reim-
burzements to the Government. The information will b= used by officers and
employees who have a need for the informaticn in the performance of thelr
official duties. The informaticn may be disclosed to appropriate Federal,
state, local, or foreign agenciss, when relevant to civil, criminal, ar regu-
latory inwvestigaticns or progecuticns, or when pursuant to a requiremsnt by
thi= agency in connecticn with the hiring or firing of an employee, the
igsuance of a eecurlty clearance, or investlgations of the performance of
official duty while in Govermment serwvice. ¥Your Soclal Escurlty Account Num-
ber (E8SM) 13 solicited under the authority of the Internal Revenue Code (26
U.5.C E011(b) and £109) and E.o. S307, Wow. 22 15843 for usse as a tax paysr
and/or employes identification number; disclosure is MANDATCORY on vouchers
claiming travel; and/or reloccation allowance expense reimbursement which is,
or may be, taxable income. Diaclosure of your ESM and other reguested infor-
mation i1s woluntary in all other instances; however, failure to provide the
informaticn {other than SEN] required to support the claim may result in
delay or loss of Teilmburzement.

Page 4 of a Voucher
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03,/07,/02 ACCOUNTING DETAIL | Do Mo
Copyright 1558 Geloco Information Hetwork, Inc. |DOE, JANE 122-32-000D

MEILE-
MILEAGE -
TAXI/TIPE- TAXI

98-XX12345 0.0n

Crganization. 59
11111112345, 1234, .99 .02.42 .00 XX ABC

EPLIT PAY DIEBUREEMENTS:

TOTAL EXPENSEE ------- - mmmm oo -
HCON-REIMEURSABLE EXPEMNEES ------------------

GOV'T ADVANCE OUTSTANDING - - Q.00
GOVT'T ADVAMNCE APFLIED ------ o.oD

HET TO TEAVELER (EONT) - - cmmocmmmmmmmmmemmom

GOV'T CHARGE CARD EXFPEMEES - *
GOV'T CHARGE CARD ATM ADW -- o.op
AND'L GOV'T CHARGE CARD FYMT *

TOTAL GOV'T CHARGE CARD AMT o.oD

PAY TO GOW'T CHARSGE CARD--------------------
PAY TO TRAVELER ----c-mmmmmm e cmme e oo oo

0.00
£64 .00

40-XX04-07DC

Page 5 of a Voucher

c. Use the browser and/or reader Print button to print a copy of the travel document
if desired.

d. Close the Preview Document window by closing the browser and/or reader

window. The Document Summary page is displayed.
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Setup Reports __Logout Help Nncniment Prenaratinn
-

REHEE Document Summary for Authorization

Kathi Traveler Ouick Tip For this Document you can:
Traveler: For specific information, click on a Details link. You can sign and stamp your document fram the Document Status Save I Document

section.

Kathi Traveler i
[» Authorization: Travel futhorization 10 4 aoninqz Undo | Adjustments
, r

Numbe

A0- 1441224 0H . Continue | Entering Document
Trawveler Detsils 2654-58-7548 , Kathi Traveler
} Document Summanry Close | Curent Document
= Traveler ) -
" Purpose Description <No Purpose Description Entered>
= [tinerany

ttinerary Details CLEVELAND,OH 12/24/02 - 12/31/02
Ticketed Trans Detsils $260.00

= Expenses K
) Expense Details [@ENERINTT BT
» Lodging/MEIE

Buick Expense FSLTERVET ] E: e
345 FOR RENTAL CARIGOW 25.00

« Totals
Comments J | R |rzmazooz RENTAL CAR 195.00

= Ticketed Trans

Amount

» Accounting

= Document Status Total:|220.00
= Perfarm Fre-Audits Lodging/t&IE Detsilz $917,00
= Preview Document Other #uthorizations <No Other Authorizations Details>

Details

+ Export Dosument = e
i ERAccounting Summa
Accourting Detsils !
« Close Desument Secounting etile
|1U-E|2-AA3EI 1,387.00

| Total:|1,357.00 |

=N IR T otals Summary

Estimated Cost
IAd\rance Reguested

Enter Commernts <N C Entered>
RN 8= 05l ) o cument Status

[ Stamp Without Adj

Docurment Status: ADJUSTED  Awaiting: BARRY BACKUP APPROVER Stamp and Route I

Status To Apply Signature PIN

o

El

2
L

3. In the Document Status area, at the bottom of the Document Summary page, perform
the following to stamp and route the document:

a. Status to Apply is at the default value. DO NOT CHANGE IT.
b. Click in the Signature PIN field and enter the appropriate PIN.

c. Click in the Remarks field and enter remarks such as ‘Prepared for the Traveler’.

d. Click the |_stamp and Route Ibutton, on the right of the Document Status area at
the bottom of the page, to sign/stamp and route the document.

4. The Pre-Audit Results page is displayed.
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NOTE:

If changes are necessary to the document, click on the Pre-Audit Results
button in the For this Document you can: area in the top right. The document will
not be signed and will not route. The document can be modified.

5. Click the Stamping the Document button in the For this Document you
can: area in the top right. The Signature certification page is displayed.

WEER Signature for

Susiz L. Smith Quick Tip For this Document you can:
Traveler: if th the stat t, elick Accept
You agree with the statement, click Accep
Aocept Isignature Text

JANE DOE cancel | Stamping

| certify that this voucher is true and conect to the best of my knowledge and belief, and that payment or credit has not been received by me. | hereby azsign to the United States
any right | may have against any parties in ion, with rei charges i abowe, purchased under cash payment procedures (41 CFR Part
204-10). | verify that | have all receipts nacassary to support the claims in this voucher. Any P ara noted in the zaction

6. Ifin agreement with the signature certification statement, click the Signature
Text button in the For this Document you can: area in the top right. The document is
routed.

NOTE:

If not in agreement, click the Stamping button in the For this Document you can:
area in the top right. The document will not be stamped and will not route.

7. Travel Manager displays the Travel Manager Main Web window. No other notice is
given by Travel Manager to let you know your document has been routed.

8. Remember, the Traveler must login to Travel Manager and sign and certify the voucher
to route the document.

NOTE:

All required receipts, Lodging, Airline Ticket, Laundry/Drying Cleaning, Rental Car and any
one (1) expense over $75.00 claimed, including any backup documentation, must be faxed to
the RFO Travel Office at 301-286-6862/ 6-6862.
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X. OPEN DOCUMENT (VIEW/UPDATE)

1. Click the Open Existing Document link, on the Document Toolbar on the left side of
the page. The Traveler Listing (Open Document) page is displayed.

Selup  Reports  Logout  Help Document Preparation
User:
: ; Traveler Listing {Open Document)
Susie L. Smith
Traveler: Quick Tip

[> Create a New Dasument

¥ Open Existing
Document
[» Review Documants

[ Delete Documents
[» Copy Document

[ Import Documents

Type one or more |etters of the travaleds last name and click
Search. Then, click the travelers name ta list all documents,

Enter Search Criteria
Last Mame

Documert Type | ALL -1

Traveler List

Search Results Frew 40 Hext 40

EI

2. Enter one or more characters of the last name of the traveler and click the m
button, located to the right of the last name field.

3. Click on the name of the desired traveler from the Traveler Listing (Open Document)

arca.

Setup Reports __Logout Help

User:

Kathi Traveler
Traveler:

[» Create a New Document

Traveler Listing (Open Document)

Nncniment Prenaratinn

Document Search {(Open Document)

Quick Tip
Type one or more letters of the travelers last name and clide

Search. Then, click the travalers name to list all documents.

Enter Search Criteria

Document List

Traweler: Kathi Traweler

Type
@ Autharization

Document Hame

A0-1ARA2-260H

Click on an entry

122602

ADJUSTED

* Open Existing
Document B authorization  10-A412-290H 1202402 SIGNED
I | et Eeerien B authorization  10-CFADS-OFL  08A00Z  SIGNED
P Bl Peamesis Document Type [ALL -1 B suthorization  10-CFEOS20MC 082002  MGT APFROVED
[» Copy Document " - " _
Traveler List Click on an entn B authorization  10-CFBOS-1NY  DB/1102  CREATED
Import Documents P
> imp Search Results Frew 40 Hext 40 B Authorization OLEFEDT-HIE OREADILE  JSIERIED
B authorization  10-CFBOT-1SNC OTAS0Z A TRAVEL AGENT

Liveler Kathl TOAEET64E @ 00715 TX 07M5M2 A TRAVEL AGENT
@ Autharization 00715 TXA 07M5M2  CREATED
@ Local Woucher  10-HAATI-15WA 08MEM2  SIGHED
@ Local Voucher  10-JEO3-10GSFC O7TMEMZ  SIGHED
@ Waucher A0-1AA12-250H 12/26M2 CREATED

4. All documents created for that traveler will be displayed in the Document Search (Open
Document) area on the right.

a. Documents that have been created but not routed will have CREATED in the
Status column.

b.  Documents that have been created and routed will have various stamp values in the
Status column, some of which may be SIGNED, ADJUSTED, REVIEWED,
APPROVED, MGT REVIEWED, MGT APPROVED, A TRAVEL AGENT,
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RETURNED, CANCELLED NASA CTO REVIEWED, NASA CTO
DISBURSED or DISBURSED.

Documents that have been processed in the Travel Office and have completed
processing will have DATALINK in the Status column.

5. Click the document icon for the document created in the previous exercise. The
Open Document Signature page is displayed if the traveler has signed the document.

Setup  Reports _ Logout  Help Narnment Prenaratinn

Lisae Open Document Sighature

Susie L Smith Quick Tip For this Document you can:
Traveler: The Signature PIN is case senzitival Sign | to Review Document
Signatura for Adjustment | Getl Document as WienOnly
|} Create a Hew Document
istil Cancel | Opening Document

* Open Existing —I

Document
[» Review Documents

[» Delete Documents
[» Copy Document

[» Import Documents

6. The document can be opened one of two ways:

b.

Enter the appropriate signature PIN and click the to Review Document
button, in the For this Document you can: area in the top right, to adjust the
document.

OR

Click the Document as View-Only button to open it as view only.

7. If the traveler has signed the document, click the Document as View-Only button,
in the For this Document you can: area in the top right, to open the document as view
only. The Document Summary page is displayed.

8. If the traveler has not signed the document, the Document Summary page is displayed.
Use the scroll bar on the right of the Document Summary page to view the bottom of
the page.
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User:

Kathi Traweler
Traveler:

Kathi Traveler
[» Authorization:
10-18412-240H

= Traveler

= Hinerary

= Ticketed Trans

= Expenses

= Lodging/MEIE

= Accounting

= Totals

= Comments

= Document Status
= Perform Pre-Audits
= Freview Document
= Expart Document

= Close Documant

¥ Document Summary

TRAVEL MANAGER PREPARER 8.0 COURSE

Document Summary for Adjustment to Authorization Yiew Onl

Quick Tip For this Document you can:
Fn;.spenlllclnfnrmatlnn, click on a Details link. You can sign and stamp your dacument fram the Document Status Continue | Entering Document
seation.

Close I Current Document

10-AAZ0001Z

Trawel Authorization
r

Traweler Detzils 254-58-7548 , Kathi Traveler

Purpose Description <No Purpose Description Entered>
tinerary Details CLEVELAND,OH 12/24/02 - 12/31/02
Ticketed Trans Detsils $250.00

=i EIEF x pense Summary
E n

A5 FOR RENTAL CAR/GOV 25,00

7 1242442002
i 122402002 RENTAL CAR 19500
Total:[220.00

Lodging/M&IE Detsil= $017.00

Other Authorizations <Mo Other Authorizations Details>
Detsils

e el ccounting Summary
10-02-A430 1.387.00

| Total:|1,367 .00 |

JeSEREERT otals Summary
t T

Estimated Cost 1,387 .00
|Advance Requested 0.00

its Entered>
PEEN S C el o cument Status

Enter Commerts <No C

Documert Status: SIGNED  Awsiting: BARRY BACKUP APPROVER
Status To 2 ; natura PIM

9. Click the Document Status link, on the Document Summary page, or on the Document
Processing Toolbar on the left side of the page to view the Status page for the routing
list. The Document History indicates the preparer has signed the voucher. The
Document Routing indicates the traveler needs to sign the voucher.

Setup Reports

User:

Kathi Trawveler
Traveler:

Kathi Traveler
[ Authorization:
10-14412-240H

= Dosument Summary
= Traveler

= ltinerary

= Ticketed Trans

= Expenses

= Lodging/M&IE

= Accounting

= Totals

= Comments

= Perfarm Pre-Audits
= Preview Document
- Export Document

= Cloge Document

Logout Help

Norniment Prenaratinn

Status for (View Only)

» Document Status

For this Document you can:

Quick Tip

The Signature PIN iz caze sensitivel

Back | continue |

Document Routi

BARRY BACKUFP APPROWER MGT APPROVED

1
Brandon Approver MET APFROVED 1
AMY SWEET APPROVED 2
LvHDA DUZETS APPROVED 2
Cl Travel 1 A TRAVEL AGENT 2
Cl Travel 2 A TRAVEL AGENT 2

Document History

patertine _————_______________________________Jal=______________TName

0206102 12:18PM EST CREATED Kathi Traveler
020602 1220PM EST SIGHED Kathi Traveler
030602 1:94FM EST SIGNED kathi Traveler

10. Click the Close Document link, on the Document Toolbar on the left side of the page, to
close the document.
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X. ADD A SPONSORED TRAVELER

In this section you will learn the procedures for adding a non-NASA employee as a traveler. The
Preparer must contact the RFO Help Desk to add an invitational traveler in order to create a
travel authorization and voucher. The Help Desk will have the traveler and the sponsor added to
the system.

E-mail the Help Desk with the following information:

e Invitational Traveler’s Name

e Invitational Traveler’s Social Security Number
e Traveler’s Payment Address

e Traveler’s Telephone Number

e Sponsor’s Name

e Sponsor’s Organization

The invitational Traveler does not have access to Travel Manager therefore a sponsor must be
assigned to the Traveler and that sponsor will sign for the Traveler. The sponsor’s SSN is
entered in the Sponsor field of the Traveler’s information record on the authorization. The
sponsor cannot be changed after the document is signed. The organization and default routing
list of the sponsor is assigned to the invitational Traveler’s record. Only the attached sponsor has
access to the Traveler’s information to create documents. The sponsor can attaché a different
sponsor to the Traveler’s information and the initial sponsor will not have access to the
Traveler’s information.

The sponsor will print a hardcopy of the authorization when it has been approved and give the
approved authorization to the Traveler.

If the Traveler is not at the Center, a blank paper voucher will be given to the Traveler for
completion and signature. The Traveler will send the completed voucher to the sponsor. The
sponsor will create a voucher for the Traveler in Travel Manager using the paper document, and
the sponsor will sign and route the Travel Manager document. The sponsor will also send the
signed paper voucher to the appropriate office, according to Center policy.

If the Traveler is at the Center, the sponsor will create the voucher document using the receipts
from the Traveler and print the Travel Manager voucher. The Traveler will sign the printed
document and forward it to the appropriate office, according to policy. The Preparer will sign
and route the Travel Manager voucher document for the Traveler.
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A. CREATE A NEW DOCUMENT

1. Start from the Travel Manager Main Web page.

Setup  Reports  Logout  Help Document Preparation

User:

Susie Smith
Traveler:

[ Create a New Document
[ Open Existing Dacument
[ Review Documents
[ Delete Documents

[ Copy Document

[ Import Documents

2. Click the Create a New Document link on the Document Toolbar on the left side of
the page. The New Document page is displayed.

Setup  Reports Logout  Help Document Preparation
User: New Document
Susie Smith Quick Tip For this Document you can:
Traveler: Toselect a traveler, click on the SSN or Traveler Name lookup button.
Add Trawveler Ito Trawel Manager
Document Typa@lAuthorizat\on hd Ao Name |this Document

b Create a New

Documert Name @ |

Document Create Ithis Document
[> Open Existing Document SSN@I E‘
[» Review Documents Traveler Name EI‘

[» Delete Documents
|3 Copy Document

[» Import Documents

3. Select Authorization from the Document Type drop down list.

4. Click in the SSN field and enter the Social Security Number of the sponsored
invitational Traveler. The letter ‘i’ will be added to the end of the number to indicate
‘invitational’.

NOTE:

Notice the organization and routing list default to the sponsor’s values and cannot be
modified. It is important for the Preparer to make sure their routing list is correct for
the sponsored Traveler’s document.
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Setup  Reports Logout  Help Document Preparation

User:
ser New Document

litendy Praparer Quick Tip For this Document you can:
Traveler: To select a traweler, click on the EID or Traveler Hame lookup button.
Imvitational Travel @ ﬁ Add Traveler |10 Travel Managar
mitational Traveler Document Type 3] Authorization A R
| Create a Hew At Mame |th|s Document
Document Document Name@l
vocument Create |th\s Document

[ Open Existing Document

SN [ooo-za-2081i Eh

Review Documents -
2 Traveler Mame  Traveler, Invitational EI‘

[» Delete Documents

[ Copy Document

Click in the Document Name field and enter a name consisting of the Center ID
(always 51 for NASA GSFC), hyphen (-), Org Code (example: 156 (3 letter code
should be used), Date of departure (example: 06-18 (MM-DD) use a hyphen ‘-° to
separate the month and day rather than a slash °/”), and State or Country traveling to
(example: AL for Alabama). Example: 51-15606-18DC.

Click the this Document button in the For this Document you can: area in
the top right to begin creating the document.

Sign and route the Travel Authorization,

When the travel is completed, the traveler will fill out a paper voucher and send it to the
sponsor along with the necessary receipts for the sponsor to enter the Voucher from
Authorization into Travel Manager. The sponsor will sign and route the Voucher in
Travel Manager.

The sponsor must forward the paper voucher with signatures to the RFO Travel Office,

Code 159.

XI. Travel Manager Reports

This section addresses the steps to view the Document Summary Report by Traveler, Accounting

Code, Travel Authorization, Location or Trip Purpose.

Also addressed are the steps to view the Travel Ledger Report and the Accounting Summary
Report.

A. DOCUMENT SUMMARY BY TRAVELER

The Document Summary Report may be selected for authorizations, vouchers, or local

vouchers. The report includes the traveler’s name, document name, total expenses, amount

claimed, advance applied, net amount, departure date, number of travel days, and total trip
expenses.
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To view the accounting data and location, click the ‘Detail Report’ check box on the
selection criteria page to place a “\” in the box. Detail report for local voucher does not
include location.

Title information includes the criteria: traveler’s SSN and Org code, document status, and
date range.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup Retﬂrts Logout  Help Document Preparation
User:

John Doe
Traveler:

[ Create a New Document
[# Open Existing Document
[» Review Documents

[ Delete Documents

[ Copy Document

2. The Report Setup page is displayed in a new browser window.

Tables Reports Admin @ Rates Forms Close  Help Administrative Setup

User:
John Doe
[+ REFORT SETUF
[ Documerﬁummaw
[+ Travel Ledger

[» Accounting Summary

[+ Signature Certification

3. Click the Document Summary link on the Document Toolbar on the left side of the
page. The Report Setup page is redisplayed with a list of five selections to view the
Document Summary report.

Tables Reports Admin Rates Forms Close Help Administrative Setup

User:
John Doe

[» REFORT SETUP

[» Dacument Surimary

= Tla\re&
= Ao ng Code
= Travel Authorization

Mumber
= Location

= Trip Furpose
[» Travel Ledger

4. Click the Traveler link on the Document Toolbar on the left side of the page.

5. The Document Summary Report by Traveler page is displayed.
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Tables Reports Admin  Rates Forms Close Help Administrative Setup

User: Document Summary Report by Traveler

John Doe Quick Tip For this page you can:
Select a document type and other search criteria. To wiew ar print this repor,
[+ REFPORT SETUP ek ez, Freview IReport
LaTelN] yyT=1 =T SOKUp ar employes
L rit S S5H Look 1 |
Docurment Type IAutholization YI
 Traveler Start Oate I— Cloze Ithis Soreen
= Accounting Code [mmaddipy)
= Travel Authorization Endde:lte I
Mumber {mmiatyy)
= Location Social Security No I
= Trip Purpose Organization |QQ->O< 'I
Trawel Ledger
b Statusl YI

[+ Accounting Summany
[ petail Report

6. The Document Type field defaults to Authorization. Voucher or Local Voucher could
also be selected from the pull down list.

7. Select Authorization from the pull down list.
8. Enter the Start Date and End Date range.

a.  Start Date is the earliest departure date to include on the report.

b.  End Date is the latest departure date to include on the report.

NOTE:

Leaving Start and End date fields blank will cause the default dates to be used. The
default start date is January 01, 1980, and the default end date is December 31, 2049.

9. Enter the Social Security Number of the desired traveler or select it from the list by
clicking the d for employee button in the For this Document you can: area
in the top right.

10. Leave the Organization field blank when selecting the report for a specific traveler.

11. Leave the Status blank. Leaving this field blank indicates that all status codes should be
included on the report.

12. Check the Detail Report check box to place a “\” in the box. Selecting the Detail
Report will include the accounting classification codes and travel locations on the report.
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Tables Reports Admin  Rates Forms Close  Help Administrative Setup

SEEE Document Summary Report by Traveler
John Doe % Quick Tip For this page you can:

Select 3 document type and other search criteria. To wiew or print this report,

[+ REFORT SETUP click Preview, Frewview IReporl
[ Document Summary SEM Lookup Ifor Employees
Document Type IAuthorization 'I

+ Traveler

= Accounting Code St[amr'tmlgj};] |03I15.l'02 == Ithis Bereen
. LLa;EI:tuthorization E[::EE;;':] W ﬁ
= Location Social Security No I—
= Trip Purpose Organization Iﬂ
[+ Trawvel Ledger —_— Iﬁ

[ Ascaunting Summan;

[ betail Report

[» Signature Certification

13. Click the Report button in the For this Document you can: area in the top
right.

14. The Authorization Summary by Traveler report is displayed in a new browser
window.
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n2/3ai02 Authorizstion Summry by Toaveler Pagem: 1
Organizations BE-XX Tewwmlsc(a) Selectads 122-33-0001
Stacusr  [AL1E From: D03/1%/3002  Toe  DT/30/3002

Informeion fac: Lrea, John

Tohal Arcunk Aedvance Hat
Crcumant Hams Expansas Claiwad Applimd Amqunt
&6 - 20§ - DR ELE. OO0 AR .0 a.aa axg.aa
Trip 1
Dapartucs DEtm: oL OEfI0ng
Trawal Daym: 4
Total Trdp Expanzsa: HER.DD
Leonticme:

WASH THETON , LT
A POL IS  HE
WASH THETON, TT

Classificationa:
FR-X123E - 11111115100, (1354 . .90 . 02,42 00 TN KKK --

g=g.oad
BE X046 -0F0C-1 aLE. 0D AR .0 a.aa asg.aa
Trip 1
Dapartucs Datm: L SOEFZ002
Trawal Daye: 4
Total Trip Expanzsa: EEE. 00

Looat iomm:
WASH TRITON, TT
AHHAPOLIS  HC
WASHTHITOH, LT

Claswifizaticna:
FP-X12ME - 11111115100, . 12534, .00.02.42 . 00 K. KKKX -~

[-L3- ]
BN - M0 G - 1RO BE1.00 - Lrh B a] a.aa gal.aa
Trip 1
Dapartucs Dacm: CES1E 002
Trawal Day 4
Total Trdp Expanzsa: EEl.00

LesntisnE:
WASHTHITOH, LT
AFELPOL TS  HE
WASH THETON , LT

Classifications:
FE-X1Z3AL - L1LT1L1E1C00, (1254 . (000242 00 TN KKKK --
g&l.0a

Toeals Fore:  Dawm, Jochn
Tetal Trawal Daye: L300

[

PETT 00 3,877 .00 a.aa 2,579.040

Organization Tatsls for: @9-2K

EXAMPLE OF AN AUTHORIZATION SUMMARY BY TRAVELER WITH DETAILS
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Ll

-l

- AA0 G- DR -1

rrip 1
Capartucs Dstm:
Trawal Dayx:
Totsl Trip Expana

Ll

]

- XA G - 0RO - 2

Trip 1
Daparturs Dakm:

Trawal Days:
Total Toip Expanasa:

Ll

El

~EXDG- 1EAL

Trip 1
Daparturs Dakm:
Trawal Dayz:
Total Toip Expana

BE N0 G - 1RO

Trip 1
Caparturs Duecm:
Traval Daye:

Total Trip Expanass:
Tobals Fors

Daom, Jochn

Total Traval Day 2300
Organization Tatsla forr 99-7X
Teeal Trawal Day a0
Repore Totals e
Tetal Traval Dape: a.00

wousher
Trganizations  BE-XX
Stacua: 1a11h
Informat ion fac:  Coa, dohn
Total
Crcumant. Harsa Bxpansas
LLES &4 [-Blar = el
Trip 1

Daparturs Dakm: oF S OB S Z002

Trawal Dayz: i

Totsl Trip Expana 319811

o DR FZ002
!
BRI EE

o DR 2002
!
|13 11

o f2E i 200
4
EEE. OO0

OF 1R/ 2002
4
P1E.BE

Sursary by Trawalsc

Trawsluc (al

From:

IR 5@

¥R1.LE

1. LE

IR 5@

4,532.74

4,532.74

4,532,274

Arcunt
Claiwad

Snlactads
031542002 Tos DT

122-3

Advanice
Applind

91458

9358

[43.58

ANE O

91458

~00o1
faon

Page: 1

Hat
Amaunt

1312 .04

B1lE.8d

LT

B43. .84

E36.00

B1lE.8d

EXAMPLE OF A VOUCHER SUMMARY BY TRAVELER

12/23/02 TM V2.0

159



TRAVEL MANAGER PREPARER 8.0 COURSE

Example of a Voucher Summary by Traveler with Details

15. Print using the browser and/or reader Print button.

16. Close the browser and/or reader window when finished viewing the report.

17. Click the this Screen button in the For this Document you can: area in the top

right.
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B. DOCUMENT SUMMARY BY ACCOUNTING CODE

The Document Summary by Accounting Code may be selected for authorizations, vouchers
or local vouchers. The report includes the traveler’s organization and name, document name,
departure date, total expenses, account label, account information, account organization code,
and account expenses.

Title information includes the selection criteria: document status, traveler’s organization,
travel date range, and account code.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup Reilluﬂs Logout Help Document Prepara tion
User:
John Doe

Traveler:

[# Create a New Document
[ Open Existing Document

[» Review Documents

[» Delete Documents

2. The Report Setup page is displayed in a new browser window.

Tables Reports Admin Rates Forms Close Help Administrative Setup
User:
John Loe
[+ REFORT SETUP
[ Documeﬁummam
[ Travel Ladger
[+ Accounting Summary

[+ Signature Cetification

3. Click the Document Summary link on the Document Toolbar on the left side of the
page. The Report Setup page is refreshed and displayed again with a list of five
selections to view the Document Summary report.

Tables Reports  Admin Rates Forms Clozse Help Administrative Setup

User:
Widky L. Preparer
[» REFORT SETUP
[ Document Summary
= Traveler
-Accouﬁ?g Code
= Trawe thaorization
Number
= Lacation

4. Click the Accounting Code link on the Document Toolbar on the left side of the page.
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5. The Document Summary Report by Accounting Code page is displayed.

Tables Reports  Admin Rates Forms Close Help Administrative Setup

HETE Document Summary Report By Accounting Code

Widey L. Freparer Quick Tip For this Page you can:
Enter zearch criteria. To szlect an accounting code, ¢lick the Accounting Label Preview Report
[» REFORT SETUP lookup button. |
1] nt 5 Close | Report ifindom
[g0ocume LT Docurment Type IAuthorization - I —I
= Traveler Start Date I—
' - Cod [mmdddiyeey]
_ﬂcc %g_ln 008 End Date I—
= Trawvel Autharization {mmidderray)
Mumber Organization IQQ vl
= Location
Status I vl
= Trip Purpose
[> Travel Ledger Accourting Label I E}‘
[ Accounting Summary Accounting Classification
[> Signature Certification Program Code I Frogram Year I
[» PKI Cetificate List Function | Fund Seurce |
[} Custom Reports Object Class | Math of Auth |
Reimbrs Code I Org Code I
Center 10 | Part 10 |

6. The Document Type field defaults to Authorization. Select the desired type from the
Document Type pull down list.

7. Enter the Start Date and End Date range.

a.  Start Date is the earliest departure date to include on the report.

b.  End Date is the latest departure date to include on the report.

NOTE:

Leaving Start and End date fields blank will cause the default dates to be used. The
default start date is January 01, 1980, and the default end date is December 31, 2049.

8. Leave the Organization field blank or enter a specific organization code when selecting
the report for a specific authorization. Leaving this field blank indicates that all
organization codes, for which access is allowed, should be included.

NOTE:

The organization code entered is the organization code that the Traveler belongs to and
NOT the organization code of the accounting code.

9. Leave the Status field blank to include all documents on the report regardless of the
status.

10. Leave the Account Label blank to include all account codes used on a document. For a
list of available accounting codes in the organization, click the pull down button to the
right of the Account Label field.
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11. Click the Preview Report button, in the For this Document you can: area in the top
right, to preview the document in a new browser and/or reader window.

12. To print the report click on the Print button of the browser and/or reader window.

nzf27/02 Authorization Summary by AccountCing Page : 1
Statusg: LALL} Froam: o1/01/1980 To: 12,/31/2049
Organization: 99-XX Acoounti [(ALL)

Depart Total
Hams Documaent Hame Late Expenges
Clageification: 99-XX12346 Org 99 -FX
11111112345, 2762, .99 _02_ 42 _00.XX_HE
COE, JOHN 99-FX01-15MA n1/18/z002 2,276.00
COE, JOHH 99-FXO5-13D0 0813 /2002 2, 3E0.00
Total by: 99-EE12345 org:  99-FEX 4, 656.00
Claggification: 99-EX54321 Org: 99-EK
11111154321, .2790..99_02.42_00.XX_NHE
OOE, JANE 99-¥X02-11TXE nz/fi1/z00z2 1,639.00
Total by: 99-EE64321 org:  99-EX 1,639.00
Organization Total ----------mmmmmm e 6,295_00
eport Total -----------mm s e e 6,205_00

EXAMPLE OF A DOCUMENT SUMMARY BY ACCOUNTING CODE REPORT

13. Close the browser and/or reader window when finished viewing the report.

14. Click the Report Window button in the For this Document you can: area in the
top right.
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C. DOCUMENT SUMMARY BY TRAVEL AUTHORIZATION NUMBER

The Document Summary by Travel Authorization Number Report may be selected for
authorizations and vouchers. The report includes the traveler’s organization code and name,
authorization number, document name, departure date, number of travel days, and total
reimbursable expenses.

Title information includes the selection criteria: document status, traveler’s organization
code, travel date range, and Travel Authorization number.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup REFEJIITS Logout  Help Document Preparation

User:

John Doe
Traveler:

[# Create a New Document
[# Open Existing Document
[ Review Documents
[ Delete Documents

[» Copy Document

[ Import Documents

2. The Report Setup page is displayed in a new browser window.

Tables Reports Admin Rates Forms Close  Help Administrative Setup

User:
John Doe
[+ REFORT SETUF
[ Documend Summany
[+ Travel L@er
[ Accounting Summany

[+ Signature Certification

[+ FKI Cerificate List

[ Custam Repors

3. Click the Document Summary link on the Document Toolbar on the left side of the
page. The Report Setup page is redisplayed with a list of five selections to view the
Document Summary report.
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Tables Reportz Admin Rates Forms Close Help Administrative Setup

User:
Wicky L. Preparer

[* REFORT SETUF
[ Documant Surimary

= Traveler

= Accounting Code

= Travel Authorization
Numb

= Location

= Trip Purpose

4. Click the Travel Authorization Number link on the Document Toolbar on the left side
of the page.

5. The Document Summary Report by Travel Authorization Number page is displayed.

Tables Reports  Admin Rates Forms Close Help

Administrative Setup

b Document Summary Report By Travel Authorization Number

Wicky L. Preparar % Quick Tip For this page you can:

This report is sorted by Authorization Number. To wiew ar print this report,
I REFDET EETUR click Preview. Freviaw IReport

[ Dacument Surmary Document Type lm Close |this Screen
= Traveler
= Accounting Code St?"‘r’t"’l"jzt’i’ﬂ
» Travel Authorization E&iEﬂi,;l
M Organization IQQ vI
= Location
= Trip Purpose Status I - I
[> Travel Ledgar Authorization o |

[ Accounting Summany
[> Signature Cedification
[» FKI Cerificate List

[» Custom Reports

6. The Document Type defaults to Authorization. To change the type to voucher, select
Voucher from the drop down list.

7. Enter the Start Date and End Date range.
a. Start Date is the earliest departure date to include on the report.

b. End Date is the latest departure date to include on the report.

NOTE:

Leaving Start and End date fields blank will cause the default dates to be used. The
default start date is January 01, 1980, and the default end date is December 31, 2049.

8. Leave the Organization field blank or enter a specific organization code when selecting
the report for a specific authorization. Leaving this field blank indicates that all
organization codes, for which access is allowed, should be included.
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9. Leave the Status blank. Leaving this field blank indicates that all status codes should be

included.

10.

Enter the Authorization No of the document to be included in this report if one

authorization is desired. The first few characters of an authorization number may be
entered to obtain a larger number of authorizations.

11.
area in the top right.

12.
a new browser window.

13.
window.

For a printed copy of the report click on the Print button of the browser and/or reader

To view the report on the screen click the Preview button in the ‘For this page you can:’

The Authorization Summary by Travel Authorization Number report will display in

nz;j27/02 Authorization
Status: [(ALLl}

Organization: 99-EK

Travel Authariza Documsant nams rams
99-XXz200001 99-FEO5-130C LOE,
99-FER200002 99-EEROS5-13D0 LOE,
99-XX200003 99-EX0Z2-11TK DOE,
99-FX200004 Q9-FX02-11TXK DOE,
99-XX200005 99-FKEOL-15MA LOE,
99-XX200006 99-FKEOL-15MA LOE,

Organization Total ----------------oonom-

Summary by Travel Authorizatio

From: 01,/01/1980
SelecCed Documentg:

Depart  Trawvel

Date Days
JoHH 08/13/2002 4.00
JANE 08/13/2002 4 .00
JOHH nz/f11/z200z2 z.00
JANE nz/f11/z200z2 2.00
JoHH 01/15/2002 .00
JANE 01/15/2002 .00
------------- éﬁj---- 18.00
-------------------- 18.04

To:

Page:

12/31/2049

[ALL}

Total Reimburgable
Expenges

1,138.

6,295,

6,295.00

EXAMPLE OF AN AUTHORIZATION SUMMARY BY TRAVEL AUTHORIZATION NUMBER

14. Close the browser and/or reader window when finished viewing the report.

15. Click the this Screen button in the For This Page you can: area in the top right.
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D. DOCUMENT SUMMARY BY LOCATION

The Document Summary by Location Report may be selected for authorizations and
vouchers. The report includes the traveler’s name, document name, trip number, arrival date
and location.

Title information includes the selection criteria: document status, traveler’s organization
code, location, and travel date range.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup RETIIHS Logout Help Document Prepara tion

User:

John Doe
Traveler:

[# Create a New Document
[ Opan Existing Decumant
[» Review Documents
[» Delete Documents

[# Copy Document

[ Impart Documents
2. The Report Setup page is displayed.

Tables Reports Admin  Rates Forms Close  Help Administrative Setup

User:

John Doe

[+ REFORT SETUF
[ Documerﬁummam
[+ Travel Ledger

[+ Accounting Summary

[+ Signature Cetification

3. Click the Document Summary link on the Document Toolbar on the left side of the
page. The Report Setup page is refreshed and displayed again with a list of five
selections to view the Document Summary report.

Tables Reports  Admin Rates Forms Close Help Administrative Setup

User:
Widky L. Preparer
[* REFPORT SETUP

[ Document Summary

= Traveler
= Accounting Code

= Travel Authorization
Number

. Locaﬁ_ﬁn
= Trip"™arpose

4. Click the Location link on the Document Toolbar on the left side of the page.

5. The Document Summary Report by Location selection criteria screen will display.
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Tables Reporiz  Admin Rates Forms Cloge Help Administrative Setup

T=C Document Summary Report By Location

Wicky L. Preparer % Quick Tip For this Page you can:

Thizreport iz sorted by Lecation. To wigw or print thiz report, click Prewview,

[» REFORT SETUP ] e
[ Document Surmary Docurnert Type IAutholization - I 7—'
Close IDocument Summary
= Traveler Start Date I
tmmdddiyyrr)
= Aceounting Code End Date I—
= Travel Autherization (i)
Mumber Organization IQQ vI
¥ Location
Status I vl
= Trip Purpose
[ Trawel Ledger Location I E{
[z Aceounting Summany %

[= Signature Cedification

6. The Document Type field defaults to Authorization. To print a report for vouchers,
select Voucher from the pull down list.

7. Enter the Start Date and End Date range.
a.  Start Date indicates the earliest departure date.
b.  End Date indicates the last departure date to include on the report.

NOTE:

Leaving Start and End date fields blank will cause the default dates to be used. The
default start date is January 01, 1980, and the default end date is December 31, 2049.

8. Leave the Organization field blank or enter a specific organization code when selecting
the report for a specific authorization. Leaving this field blank indicates that all
organization codes, for which access is allowed, should be included.

9. Leave the Status blank. Leaving this field blank indicates that all status codes should be
included.
6. Enter the Location to be included in this report. Leaving this field blank implies no

location restriction. Click the Document icon =1 button to the right of the Location
field to bring up the locations lookup list.
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Tables Reports

User:
Susie L. Smith

[» REFORT SETUP
[ Document Summary
= Traveler

= Accounting Code

= Travel Autherization
Humber

* Location
= Trip Purpose
[ Travel Ledger

[ Accounting Summany
[» Signature Cerification
[+ FKI Certificate List

[+ Custom Reports

Rates Forms Close Help

Per Diem Locations

Quick Tip For this Document you can:

Click on a Per Diem Location to be included in the Document Summany By
Location report.

Close |1his find aw

Administrative Setup

.

Enter Search Criteria

|conus =

(R A | ADEIRA SLANDS o
MAINE
Per Diem Locatio hdALAW]

hALAYYSIA
MALDIVES

AL

MALTA

MARSHALL ISLANDS
MARTIMIQUE

MASSACHULETTS
MAURITANLA J
MAURITIUS
MEXICO
MICHIGAN
MICRONESLA
MIDWAY ISLANDS
MINNESOTA
MISSISSIPRI
WISSOURI =
HEWW RATE DWATE
NO DEP/MARR TIMES
NO GOWT MEALS
NG GOWT WMEALS RATE
HOMN-WORE DAYS LEAVE
HOMN-WORK DAYS LEAVE
HURBER OF LEAVE HOURS LIMIT
]
OCONUS INC RATE

EEOCOCTIONs DATE

11. Select a country or state from the pull down list.

11. A list of per diem locations within that country or state is displayed.
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User:
Susie L. Smith

|} REFPORT SETUP
[ Document Surimary
= Traweler
= Accounting Code
= Travel Autherization
Mumber
Location
= Trip Purpose
[ Travel Ledger
[+ Accounting Summary
[+ Signature Cerification
|} FKI Certifizate List

[+ Custam Reparts

TRAVEL MANAGER PREPARER 8.0 COURSE

Tables Reports Admin Rates Forms Close Help Administrative Setup

Per Diem Locations =

For this Document you can:

Quick Tip
Click an 3 Per Diem Location to be included in the Document Summans By
Location report.

Enter Search Criteria

Close |this Wind o

| MarvLAND =]

Per Diem Locations

Fer
ABERDEEN PROVING GROUKD
ADRELPHI NAWAL RESERWE CTR
ANDREWS AFB
ANMAPOLIS
ANNAPDLIS MAYAL RADID TRHNS FAC
ANMAPOLIS MNS, CARDEROCH DWW
BALTIMORE
BALTIMORE NAWAL RESERWE RDCTR
BETHESDA MATL NAVAL MED CTR
BETHESDA NSWIC, CARDERCICH
CHEL TEHHAM NAWCOR DET
COAST GUARD YARD
COLUMBIA
EASTON
FREDERICH
FT. GEORGE . MEADE
ET. RITCHIE
ET. RITCHIE
GRASCONWILLE =
HAGERSTOWN
HARFORD COUMTY
IHDIAH HEAD ME WisRFARE CTR
IMDLAM HEAD MS WiidRFARE CTRZ
LEOHARD T 0N
LEXINGTOMN FARK
LUSEY

13. To view Per Diem for a specific city click on the selected city in the list under the
Per Diem Locations area of the page.

Tables Reports

Admin Rates Forms Close Help

Administrative Setup

L Document Summary Report By Location
Susie L Smith Quick Tip For this Page you can:
Thiz report is sorted by Location. To wiew or print this report, click Prewview.
[» REFORT SETUP Prewview |Report
[> Document Summary Document Type IAutholization 'I -
Close I Cocument Summany
= Traveler Start Date I
. [mmdddipumy]
= Accounting Code End D=ate I—
= Travel Authorization (mmiddiyyyy]
Humber Organization (99 i
Location
= Stat I 'I
= Trip Furpose ne
[> Travel Ledger Location |ANNAF‘DLIS.MD El‘
[+ Azzounting Summary [%
[+ Signature Certification
[+ PKI Certificate List
[ Custemn Reports
14. To view the report on the screen click the Preview Report button in the ‘For this

Page you can:’ area in the top right.

15.  The Authorization Summary by Location report will display in a new window.

16. Click the browser and/or reader Print button to print the report.
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oz/27/02

Location: (a1}

Status: (All)
From: 01/01/1%80

Organization: 23-XX

Location: ANMAPOLIS,MD

895-XX05-13DC 1

DOE, JANE
95-XX05-13DC 1

DOE, JOHN

Buthorization Summary by Location

Page:

Ta: 12/31/20435

Errival
Date

05/15/2002
05/15/2002

1

EXAMPLE OF A DOCUMENT SUMMARY BY LOCATION REPORT

17. Close the browser and/or reader window when finished viewing the report.

18. Click the Document Summary button in the ‘For this Page you can:’ area in the

top right.
E. DOCUMENT SUMMARY BY TRIP PURPOSE

The Document Summary by Trip Purpose report may be selected for authorizations,
vouchers or local vouchers. The report includes the Trip Purpose, Document Name, Total
Expenses, Amount Claimed, Amount Applied, Net Amount, Total Costs for each Purpose,

Organizational Totals, and Report Totals.

Title information includes the selection criteria: document status, traveler’s organization,

travel date range, and purpose.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup Re;ﬂrts Logout Help

User:

John Doe
Traveler:

[# Create a New Document
[# Open Existing Document

[> Review Documants

> Delete Documents

Document Preparation

2. The Report Setup page is displayed in a new browser window.

Tables Reports Admin Rates Forms Close Help

User:
John Doe

[+ REFORT SETUP

[ Documerﬁummam
[> Travel Ledger

Administrative Setup
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3. Click the Document Summary link on the Document Toolbar on the left side of the
page. The Report Setup page is refreshed and displayed again with a list of five
selections to view the Document Summary report.

Tables Reporiz  Admin Rates Forms Cloge Help Administrative Setup

User:
Wicky L. Preparer

I} REPORT SETUP
[z Document Summary
= Traveler

= Accounting Code

= Travel Authorization
Mumber
= Location

= Trip Rurpose
[ Travil[i};l:uer
4. Click the Trip Purpose link, on the Document Toolbar on the left side of the page, as the
type of Document Summary report desired.

5. The Document Summary Report by Trip Purpose page is displayed.

Tables Reportz  Admin Rates Forms Cloze Help Administrative Setup

User: .
Document Summary Report By Trip Purpose
Wicky L. Preparer % Quick Tip For this Page you can:
This report is soted by Trip Purpase. To view or print this report, click
[» REFORT SETUP Freviem. Frewview IReport
Docurnent Summary Close | D tS
b Docurment Type IAuthorization vl I XS S
= Traweler
Start Date | =
s Accounting Code (mnauﬂddfr)')’?fe] -
= Travel Authorization End Date I
Number mmdddivrrsd
» Location Organization IQQ - I
+ Trip Purpose Status | .l
[+ Travel Ledger
% Trip Purpose I ;I

6. The Document Type field defaults to Authorization.

7. Enter the Start Date and End Date range.
a.  Start Date indicates the earliest departure date.
b.  End Date indicates the last departure date to include on the report.
NOTE:

Leaving Start and End date fields blank will cause the default dates to be used. The
default start date is January 01, 1980, and the default end date is December 31, 2049.

8. Leave the Organization field blank or enter a specific organization code when selecting
the report for a specific authorization. Leaving this field blank indicates that all
organization codes, for which access is allowed, should be included.
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9. Leave the Status field blank. Leaving this field blank indicates that all status codes

should be

10. Select the Trip Purpose from the Trip Purpose pull down menu. If this field is left

included.

blank, all trip purposes are included in the report.

11. To view the report click the Preview Report button in the ‘For this Page you can:’ area
in the top right. For a printed copy of the report click on the browser and/or reader Print

button.
p2f22,/02 Authorization Summary by Purpose Page: 1
Status: {411} Furpose : A11}
Organizatiaon: 53-EX From: a1/01/1380 12/31/204 8
Tatal Amount Advance Het
Docum=nt Hame Expenses Claimed Applied Amount
Trip Purpose: FRESENTATICH
83-XKDZ-11TK g19. k0 Bl2.50 &.an Bl2.50
03-XKD2Z-11TK g19. k0 Bl1o.50 G.an Bl1o.50
Total for =@ =000 seeememeeeeemes | s eee- e e N S L L PR Pt
FRESENTATION 1,832.040 1,635.00 G.anp 1,635.40
Trip Purpose: TRATHING
23-XX0D1-15MA 1,138.040 1,13B.00 G.anp 1,13B.40
£3-XXK01-15MA 1,138.00 1,13B.00 o.ap 1,13E.00
93-XKD5-13DC 1,1%0.00 1,130.40 &.an 1,130.40
83-XXKD5-12DC 1,1%0.00 1,130.40 &.an 1,130.40
Total for =@ =000 | seeemeeeeecemes | cememmmeeeeeee- e e N S L L PR Pt
FREBENTATION 4 ,6856. 00 4, 65€.00 g.anp 4 ,65€.00
TRAINING
Organization Total -------- 6,285, 00 a,23E. 00 G.anp a,23E. 00
Report Total -------------- a,Z55.00 a,z3E5.40 o.ap a,z35.40

EXAMPLE OF A SUMMARY BY TRIP PURPOSE REPORT

12. Close the browser and/or reader window when finished viewing the report.

13. Click the Document Summary button in the ‘For this Page you can:’ area in the

top right.
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F. TRAVEL LEDGER

The Travel Ledger Report may be viewed by document type. Authorizations and Vouchers
will be displayed on this report. Local vouchers will not be shown on this report.

The report includes the departure date, document type, document name, authorization
number, document status, advance amount, advance applied, amount claimed, amount due to
traveler, and amount due government.

Title information includes the selection criteria: traveler’s name and Social Security
Number, document status, and travel date range.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup Re[ﬂrts Logout Help Document Prepara tion

User:

John Doe
Traveler:

[# Create a New Document
[> Open Existing Document
[ Review Documents
[# Delete Documents

[» Copy Document

[ Impart Documents

2. The Report Setup page is displayed in a new browser window.

Tables Reports Admin Rates Forms Close  Help Administrative Setup

User:

John Doe

[+ REFORT SETUF

[+ Deocument Summany
[+ Travel Ledgz
[ Accounting mary

3. Click the Travel Ledger link on the Document Toolbar on the left side of the page.

4. The Travel Ledger page is displayed.

Tables Reports Admin Rates Forms Close Help

Administrative Setup

User: Travel Ledger
John Doe Quick Tip For this Page you can:
This repaort lists the advances and amount claimed for a document. To wiew or
[* REFORT SETUF print, olick Preview, Frewview ILedger
[» Document Summan; Cloze ITra\teI Ledger
Travel Ledger
F Trawvel Ledger
[» Accounting Summany Social Security No I EI‘_
[» Signature Cerification Start Date I
[mmtdeddy ]
|> Fkl Cerificate List End Date I
[mmddadiyyuy]
[» Custem Reports Authorization Status | =
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5. Enter the Social Security Number of the desired traveler or select the Social Security

Number from a list by clicking on the Document icon =1 to the right of the field. A
Social Security Number must be entered for the Travel Ledger report.

6. Enter the Start Date and End Date range.

a. Start Date is the earliest departure date to include on the report.
b. End Date is the latest departure date to include on the report.

NOTE:

You must enter a full/partial value to preview a report.

Leaving Start and End date fields blank will cause the default dates to be used. The
default start date is January 01, 1980, and the default end date is December 31, 2049.

7. Leave the Authorization Status blank. Leaving this field blank indicates that all status

codes should be included on the report.

8. Click the Ledger button in the ‘For this Page you can:’ area in the top right.

9. The Travel Ledger report is displayed in a new browser and/or reader window.

03/15/2002 to 07/30/2002

pzfiasoz Travel Ledger
Traveler: Doe, John . S5H 122-33-0001
muthorization Status: (Alll Travel Dates:
Date Document Document Dooument Advance Amt Amount

Type Hame Status [Rdvance Applied) Claimad
—m=--mmemm———----- Travel Ruthorization Hum: #%-XX200017
Q8182002

Auth 99 -XX0&-18DC APFROVED 0.00
Q&/18 /2002

wchr 99 -XX06-18DC AOJUISTED 0.a0 918.56
———-------------- Travel Authorization Hum: %%-XX200022
Q& /082002

Ruth 9 -XX06-0EDC RESET COMPLETE DOC .o
0&/08/ 2002

Ruth S99 -XX0&-08DC-1 ADJUISTED 0.00
Q&/08/ /2002

wchr 99 -XX06-0EDC-2 SIGHNED 0.o0 Bd3 .56
Q6082002

wchr S99 -XX0&-08DC-1 MGT APPROVED 0.00 993.354
Q& /082002

wchr S9-XX0&-08D0C RANDOM ALDIT 0.00 91H.54
----------------- Travel RAuthorization Hum: $%-XX20002%
03262002

wohr 99 -XH0DE-18AL SIGHED -332.00 BZH.OQO
Report Totalsa: -332.00 4,532 24

Dugs Traveler
(Cue Gov't

918 .56

Hd3 _5&

933546

918,56

526 .00

4,200.24

EXAMPLE OF A TRAVEL LEDGER REPORT
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10. If the traveler’s reimbursable expenses are less than the advance amount, the amount
under the (Due Gov’t) column would be enclosed in [ ] to indicate money due to the
government.

11. Print using the browser and/or reader Print button.

12. Close the browser and/or reader window to close the report when finished viewing.

13. Click the Travel Ledger button in the For This Page you can: area in the top
right.

G. ACCOUNTING SUMMARY

The Accounting Summary Report may be selected for authorizations, vouchers, or local
vouchers. The report includes the Organization, Status, Date range of information,
Classification Codes, Totals by each code, Organizational Totals, and a Report Total. The
detailed report adds a breakdown of expenses by type; Lodging, M&IE, etc., for each
accounting code.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup RBTIIHS Logout Help Document Preparation
User:

John Doe
Traveler:

[# Create a New Document
[> Open Existing Document
[» Review Documents

[» Delete Documents

[# Copy Document

2. The Report Setup page is displayed in a new browser window.

Tables Reports Admin Rates Forms Close Help Administrative Setup

User:
Wicky L. Preparer

[» REPORT SETUP
[ Document Summang
[+ Travel Ledger

[ Accounting Summany

[» Signature Cedification

3. Click the Accounting Summary link on the Document Toolbar on the left side of the
page. The Accounting Summary Report page is displayed.
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Tables Reports Admin Rates Forms Close  Help Administrative Setup

User: Accounting Summary Report
Wicky L. Preparer % Quick Tip For this Document you can:
[ REPORT SETUP Illlﬂcl:: rPe[Z?r:'te:uisplaystotals by Account Label. To view ar print this report, Prewview I GeEmuing Smmey Fepeh
[» Document Summary " Close I Accounting Summary Report

General Criteria
[ Travel Ledger

F Accounting Summary
[ Signature Certification

& Authorization
Document Type e Woucher
o Local Woucher

FPEI Cerifizate List
> D=te Start I—
Custom Repars [mm i ddiyypy]
2 Date End I—
[mm ! dddypm]
Organization f=t=] -
Status I - I
Accourting Label I E‘

[~ Detail Report

Accounting Codes

Pragrarm Code I Prograrm ‘Year I
Function I Fund Source I
Object Class | Meth of futh |
Reimbrs Code | Org Code |
Certer 1D | Part 10 |

4]

4. The Document Type defaults to Authorization. Voucher or Local Voucher radio
buttons at the top of the page may be selected.
5. Enter the Start Date and End Date range.
a.  Start Date is the earliest departure date to include on the report.
b.  End Date is the latest departure date to include on the report.
NOTE:

Leaving Start and End date fields blank will cause the default dates to be used. The
default start date is January 01, 1980, and the default end date is December 31, 2049.

6. Leave the STATUS blank. Leaving this field blank indicates that all status codes should
be included on the report.

7. ﬁ'ou wish to select a specific Accounting Label for the report, click the Document icon

to the right of the Accounting Label field, in the General Criteria area in the top half
of the page. A list of Accounting Labels is displayed.
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Enter Search Criteria for Organization "99"

Label |

Search Results

Classification Code

28.% 11111115121, 6543, . 99, 02. 42.00. .
29112348 11111112345, . 2762 . 99, 02. 42. 00, XX, NB
005000 11111146100, .. 00, 02, 42. 00, .
295210 11111115122, . 1234, 98, 02, 42.00. .
2055279 11111115120, . 2780, 98, 02. 42, 00, .
00.EAT 11111154321, . 2700, . 00, 02, 42, 00, XX, NB

8. Click on a label to make a selection. The Accounting Summary Report is displayed.

Tables Reports Admin Rates Forms Close Help Administrative Setup

User: Accon.lﬁting Summary Report
Videy L. Freparer % Quick Tip For this Document you can:
[> REPORT SETUP Thiz report displavs totals by Account Label. To view or print this repart, Preview I Saseuitng SummeT; Fpe

click Previeu.

[+ Document Summany G | Criteri Close | Accounting Summary Report
enera riteria
[ Travel Ledger

~ i« Authorization

Accounting Summany
Docurment Type [ Youcher

[ Signature Cedification

7 Lacal woucher

Dste Start  [01m102

[ Custom Reparts Cmrmd ddbezesd

Date End  [oz/z8mz

Crmmd ddiweed
Organization IQQ-XX vl

Status

[ PKI Cedificate List

Accounting Label

Accounting Codes

Program Code I Program Year I
Function | Fund Source |
Object Class | Meth of futh |
Reimbrs Code | Org Code |
Carter 10 | Part 10 |

9. Check the Detail Report check box in the center of the page to place a “\” in the box.
Placing a ‘\’in the Detail Report check box will include a breakdown of expenses by
type; Lodging, M&IE, etc.

10. Click the Accounting Summary Report button in the For this Document
you can: area in the top right.

11. The Accounting Summary report is displayed in a new browser and/or reader window.
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baja7/02 Authorization Accounting Classification Summary Page: 1
Organization: 99-XX

Starus: From: 01/01/2002 To: 0272872002

Classification:
1113131112345, 2762, .35, 02 .42 00 XX .NB

COM.CARIER - CA 1,000.00
LODGING - LODGING 954 .00
M&IE - MEIE 322.00
Total by: 2,276.00

1311311112345 2762, .55 .02.42 00 . XX . NE

Classificartion:
11111154321, .2730..99.02.42 . 00.XX_NB

COM.CARIER - 850.00
LODGING - 252,00
M&IE - 210.00
PERSON CALL - DOMESTIC 10.00
RENTAL CRR - 177.00
Total by: 1,639.00

11111154321, .2730..595.02.42 00 . XX NB

Organization Total: 3,515.00

Report Total: 3,515.00

EXAMPLE OF AN ACCOUNTING SUMMARY REPORT WITH DETAIL
12. Print using the browser and/or reader Print button.

13. Close the browser and/or reader window when finished viewing the report.

14. Click the Accounting Summary Report button in the For this Document you
can: area in the top right.
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XII. APPENDIX

The following section is designed to help explain various terminologies associated with the
Travel Manager travel system.

REQUESTING A TRAVEL ADVANCE

When requesting an advance from the Totals screen the RFO Travel Office will process it. This

process is not for an ATM Advance.

1. Click the Totals link on the Document Toolbar. The Totals screen is displayed.

= Document Summary

= Accounting Code
+ Totals Expense Category Advance Details
= Comments | oy

= Document Status

ory

= Perform Pre-Ludits
= Previewy Document
= Export Document

= Clozg Document

e Total Details for
Aloert Preparer Quick Tip Faor this Document you can:
Traveler: Click the “iews Advances for Documert to add or update an acvance: I view Advances for Document
Total Estimated Expenses: 114300 Back Continue I
Allen Stucent "
[ Authorization: 10-84 Computed Advance Authorized: 0.00
07-09 CA Advance Requested: 0.00

= Traveler Expense Category Details

= ftinerary Excpen: y [ ganization &.ccourt Label
= Ticketed Trans COM CARRIER MO ACCT CODE 300.00

= Expenses LODGING MO ACCT CODE §38.00

- LodgingMaIE MEIE MO ACCT CODE 207.00

2. The totals window will show the Total Estimated Expenses. The Computed Advance

Authorized, and the Advance Requested, which initially is set to 0.00.

3. Click the View Advances for Document link in the For this Document you can: box

in the upper right hand corner of the window.

4. The Advance screen is displayed.
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User: Advances for
Albert Preparsr Quick Tip For this Document you can:
Traveler: To enter an acvance, click Add. Previously entered advances can he edited (Pencil icon) or deleted (X icon)
Add | &dditionsl Advances
Allen Student Close I
[ Authorization: 10-AA Advances Screan
07-09 CA

Advances for Current Document

= Traveler

= ftinerary

= Ticketed Trans

= Expenses

= LodginaMEIE

= Accounting Code
! Totals

= COMmments

= Document Status

= Perform Pre-Audits
= Preview Document
= Export Document

= Cloze Document

5. Next, click on the Add Additional Advances button located in the For This
Document You Can: area.

6. Click on an accounting code label from the default list at the top half of the screen. The
accounting code selected will appear at the bottom half of the screen under Advance
Accounting Codes for Current Document.

Wze Available Accounting Code Codes for
Albert Preparer Quick Tip For this Document you can:
Traveler: once twa oF more accounting codes are selected, the Allocstion button i= enabled Close | Advance

Allen Studert Enter Search Criteria Back | Continue
[ ;\?l.nnlgnéﬁatiun:ﬂl—nn Accounting Code Code I— Search | Retrieve |

Master Accounting Code Codes =t
Search Results Prev10 Hext 10

= Document SUmmary

= Traveler
= ttinerary
S1-2010-01-014  010-01-01. 1. 2141, . 51. 02, 42, 100,

= Ticketed Trans

51-100 51-2010-01-016 010-01-01. 43 2111 . 51.02.42. 100
= Expenses

51-100 £1-2010-01-01C  010-01-01. 43,2111, .51, 02, 42, 100,
= LodgingmEIE

51-100 51-2010-01-094  010-01-09. 25. 2121, . 51. 02, 42. . 100.
= Azcourting Code
T 51100 S1-2LOCAL 010-04-03. 02, 2141, . 51.02. 42, 164,

als
- 51-100 51-2 NEW JOR PORH-HR-HML WL ML L 51,02, 42,100,

= Comments
= Document Status

= Perform Pre-Audits

= Preview Documert

= Export Document
= Close Document

7. Click on the Update‘f icon the Update Cash Advance screen is displayed.
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User:

Update Cash Adwvance for

Quick Tip
Update the cash advance information and click Add.

ss [000-TR-0001

Albert Preparer
Traveler:

Allen Stucert " e Stugent
[ Authorization: 10-AA ame Allen Studsl
Date
07-09 CA e [57/06/2002

Type | CHECK. =

= Document Summary

= Traveler Amount [100
» tinerary Account 51-2 010-01-014 - 010-01-01. 01, 2111, . 51.02. 42, 100,
= Ticketed Trans or 51-100

Remarks
= Expenzes

= LodeingMEIE

For this Document you can:

Preview | Advance

Save | Advance Updstes

Close |W'rth0u1 Saving Updates

= Accounting Code
+ Totals

= Commerts

= Document Status

= Perform Pre-Audits
= Preview Document
= Export Document

= Cloze Document

8. Click on the Type drop down arrow and select the payment type.

NOTE:

funds transfer (EFT).

The RFO Travel Office will furnish most requested travel advances via electronic

9. Enter a dollar amount in the Amount field.

10. Click on the Save Advance Update button from For This Document You

Can area. The Advances screen is displayed.

[sEe Advances for :

Quick Tip
To enter an advance, click Add. Previously entered advances can be edited (Pencil icon) or deleted (¥ icon).

Albert Preparer
Traveler:

Allen Studerit
[> Authorization: 10-A&
07-09CA
Advances for Current Document
= Documert Sumimary D 7 =
" Tratveler 7w 070302 CHECK 200,00 51-100
« tinerary 000-TR-0001 -

= Ticketed Trans

» Expenzes

= LodgingMSIE

= Accounting Cocle
» Totals

= Commenits

= Document Status

= Perfarm Pre-Audits
= Prewiew Document
= Export Document

= Cloze Document

For this Document you can:

Add | &dditional Advances

Close IAdvances SCreen

51-2 1001014

11. Click on the Close Advances Screen button. The Totals screen is displayed with the

amount shown for Advance Requested.
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ESEIE Total Details for :
Albert Preparer Quick Tip For this Document you can:
Traveler: Click the ieww Advances for Document 1o add of update an advance " view Advances for Document
Total Estimated Expenses: 1,143.00 Back I Continue
Allen Stdent Computed Advance Authorized: 000
[> Authorization: 10-AA P! :
07-09 CA Advance Requested: 200.00
= Document Summary
= Travelar Expense Category Details
= tinerary L pEnSE | QoY [Crganization A ccount Label
= Ticketed Trans COM CARRIER 51-100 51-2010-01-014 300.00
= Expenszes LODGING 51-100 51-2 0M10-01-01 4 636.00
+ LodgingMEIE MBIE 51-100 51-2 010-01-01 4 207.00
= Accounting Cocle
Totals
= Commenits

= Document Status
= Perfarm Pre-Audits
= Prewiew Document

= Export Document

= Cloze Document

12. Click on the Document Summary link. The Document Summary screen is
displayed.

EXAMPLE OF A CHANGED TRAVELER’S ORGANIZATION

To change the Traveler’s organization.

1. Select the desired value from the Organization pull down list.

Click the button to the right of the Organization field.
Do not change the Printed Org value.

Sl

Click Save Profile Changes to save changes for the current document only. Click Save
changes globally to make changes permanent for all documents to be created.

EXAMPLE OF HOW TO ADD AN UNLISTED LOCATION TO PER DIEM

The following is an example of adding an unlisted location that is not on the per diem table. For
this document, the unlisted location will not be added.

1. Click the 4 Location Ibutton, in the Per Diem Locations area on the Itinerary

page, to add another location. The Add Per Diem Location to Trip page is displayed.

Add Per Diem Location to Trip
% Quick Tip For this Document you can:

Type the per diem location and click the Per Diem Location button.

Save | Location
Arrival Date @ |11.I'D1.I‘2EID2
[mmidddiyppy] Close quithout Sawvin i
g Location
Departure Date Q) |11.f05.-‘2002
[mmiddiyyey]
Per Diem Location @) I Search Lookup

Unlisted Locstion [
Select Unlisted I l
State al
Selact Per Diemn I l
Location z

12/23/02 TM V2.0 183



TRAVEL MANAGER PREPARER 8.0 COURSE

2. Enter the name of the city, town, or country in the Per Diem Location Field.
3. Click the Unlisted Location checkbox to place a ‘Y’ in the box.

4. Click the Select Unlisted State pull down list to select and select the State.

Add Per Diem Location to Trip

Quick Tip For this Document you can:
Type the per diem location and click the Per Diem Location button.
Save | Location

Arrival Dzte D |11.f01."2002

[mmiddiyyyy] Close |without Sawin i

g Location
Departure Date @ |11."05.l‘2002 _I
[mmddiyyyy)
Fer Diem Location @ Igal\reston Sesrch Lookup

Unlisted Location
Select Unlisted
State

Select Per Diem
Location

5. Click the Itinerary button in the For This Document You Can: area in the top
right.

6. The Itinerary Information page is refreshed and displayed.

NOTE:

If the location were saved, the default rate for Lodging/M&IE expenses for an unlisted
location would be shown on the Lodging/M&IE page.

The current default values are $55.00 for Lodging and $30.00 for M&IE.

If you have a location that is frequently traveled to, you can contact the Help Desk at
358-0270 to have the location added to the per diem table.
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TRAVEL MANAGER TERMINOLOGY

ACCOUNTING CODES

The Job Order, or accounting data, is loaded from the Financial System. Each accounting code is
made up of ten parts identified below. The accounting labels are selected on travel documents to
charge travel expenses to specific funds.

FIELD LABEL NAME KNOWN AS
NUMBER
1 Program Code COG
2 Function Code
3 Object Class Code Object Class Code
4 Reimbursable Code
5 Center ID 10
6 Program Year Program Year
7 Fund Source Fund Source
8 Method of Authorization
9 Sponsoring Organization Funding Organization
10 Part 10 (optional, center
defined)

AUDITS

Travel Manager is equipped with its own Auditing capability. Every time a document is
stamped in Travel Manager, the system will automatically Audit the document and the results are
show to the user as Pre-Audit Results.

AUDIT TESTS

The following tests have been turned on to check all document types for the audit process names
to determine if they exist in the document. If they exist, the test alerts the user when a “Fail”
condition has been detected in the Pre Audit process. A “Fail” is an alert that should be checked
when detected. A “Pass” means that the condition does not exist on the document. The Module
field indicates which modules of Travel Manager that the test applies for. DP is the Doc Prep
module where all of the documents are created and routed, known as a Pre Audit. EP is the
Electronic Processing module where processing for the documents is completed. Documents
that fail these types of Audits will not be processed until they are corrected.
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AUTHORIZATIONS

AUDIT TEST PROCESS NAME | DEFINITION

Actuals Exist Verifies if actuals exists for lodging and/or M&IE

Approved by Travelerl Checks to see if the traveler stamped the document with Approved; if they
have it will fail the audit

Approved by Traveler2 Checks to see if the traveler stamped the document with Mgt Approved; if
they have it will fail the audit

Approved by Travelr3 Checks to see if the traveler stamped the document with Disburse; if they
have it will fail the audit

Cash Advance Exist Checks to see if a cash advance has been requested on the document

Comments Indicated comments were entered on a document and they should be

reviewed.

Conference Allowance

Checks the Lodging and M&IE section to see if Conference Allowance
applies to a document.

Cost Less Com. Carr.

Sums all expense categories except those that begin with “COM” and
compares them to the parameter dollar amount.

Daily Expense Threshold

Compares expenses on a document against the daily thresholds set in the
corresponding table.

Expense Categories

Verifies that the total expense does not exceed the threshold value set in the
Expense Category table. Also verifies that the expense category used is a
valid entry.

Expense Categories Used

Check the document for the existence of the Expense Category of Com
Carrier 3 indicating Government Aircraft as the mode of travel.

Expense Categories Used1

Check the document for the existence of the Expense Category of Dual
Lodging.

Expense Categories Used2

Check the document for the existence of the Expense Category of Com
Carrier 1 indicating NON CONTRACT AIR as the mode of travel.

Laundry/Dry Cleaning

Checks for the expense of Laundry/Dry cleaning on a document and
verifies it was claimed on a trip greater the 4 days.

Leave Exists

Checks the document for the existence of annual or non-duty leave.

Military Personnel

Checks the document for the existence of the Other Authorization called
Military Personnel (Military Personnel Traveler®*)

Non Contract Airfare

Checks the document for the existence of the Other Authorization called
Non Contract Airfare.

Other Authorizations Verifies that the Other Authorization entered on a document is a valid entry
from table

Other Expenses Verifies that each expense enter does not exceed the single threshold set in
the expense table. Also verifies the expense enter exists in the expense
table.

Override Check the document to see if overrides exist for M&IE.

Personal Info - Key

Verifies that the First, Last and middle names, Charge Card Setting, Work
Hours, and Routing List entered on the document match the travelers
profile in the Traveler table.

Travel Modes

Verifies the Travel Mode entered on a document is a valid mode and also
check that it does not exceed the single threshold set in the Travel Mode
table.

Trip Duration

Checks a document for number of days in travel and will fail this audit if it
exceeds 30 days.

Trip Durationl

Checks a document for number of days in travel and will fail this audit if it
exceeds 365 days.

12/23/02 TM V2.0

186



TRAVEL MANAGER PREPARER 8.0 COURSE

AUDIT TEST PROCESS NAME

DEFINITION

Trip Types

Verifies the Trip Type entered on a document is a valid purpose for the
Trip Type table.

VOUCHERS

AUDIT TEST PROCESS NAME

DEFINITION

Account Codes Authorized

Verifies that the voucher was submitted with the same account code as the
authorization.

Actuals Exist

Verifies if actuals exists for lodging and M&IE

Actual Multiplier If actual expenses were claimed on the voucher, this audit checks amount
claimed did not exceed the 300% limit.

Applied Advance Looks for voucher documents where total advance for this authorization
has been applied to the voucher.

Approve by Travelerl Checks to see if the traveler stamped the document with Approved; if they
have it will fail the Audit

Approve by Traveler2 Checks to see if the traveler stamped the document with MGT Approved; if

they have it will fail the Audit

Authorization Exists

Looks in the database for a matching authorization and fails if it does not
find one.

Conference Allowance

Checks the Lodging and M&IE section to see if Conference Allowance
applies to a document.

Cost Comparison

Compares that voucher total to the Authorization total and makes sure is
does not exceed 25% over authorization totals.

Cost Less com.carrier

Sums all expense categories except those that begin with “COM” and
compares them to the parameter dollar amount.

Daily Expense Threshold

Compares expenses on a document against the daily thresholds set in the
corresponding table.

Default Payment Method Used

Checks to see if the default payment method for an expense has been
changed.

Duplicate TA Number

Verifies there are no duplicate Travel Authorization numbers.

Expense Categories

Verifies that the total expense does not exceed the threshold value set in the
Expense Category table. Also verifies that the expense category used is a
valid entry.

Expense Categories Used

Check the document for the existence of the Expense Category of Com
Carrier 3 indicating Government Aircraft as the mode of travel.

Expense Categories Used1

Check the document for the existence of the Expense Category of Dual
Lodging.

Expense Categories Used2

Check the document for the existence of the Expense Category of Com
Carrier 1 indicating NON CONTRACT AIR as the mode of travel.

Exp Cat % Variance

Ensures the voucher expense categories as compared to the matching
authorization are not more then the percent variance set in the Expense
categories table.

Laundry/Dry Cleaning

Checks for the expense of Laundry/Dry cleaning on a document and
verifies it was claimed on a trip greater the 4 days.

Leave Authorized

Verifies the leave taken in the voucher was also on the matching
authorization.

Leave Exists

Checks the document for the existence of annual or non-duty leave.

Military Personnel Checks the document for the existence of the Other Authorizations

Other Expenses Verifies that each expense enter does not exceed the single threshold set in
the expense table. Also verifies the expense enter exists in the expense
table.

Override Check the document to see if overrides exist for M&IE.

Per Diem Loc Auth Checks corresponding authorization for per diem locations.
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AUDIT TEST PROCESS NAME

DEFINITION

Per Diem Rates

Verifies that the Per Diem rate used for the document is the most current
rate for that location

Personal Info - Key

Verifies that the First, Last and middle names, Charge Card Setting, Work
Hours, and Routing List entered on the document match the travelers
profile in the Traveler table.

Payment Method Authorized

Checks to see if the payment method for an expense has been changed from
what was authorized.

Travel Dates Overlap

Checks all the travel documents for a given traveler to see if more then one
voucher had been submitted for the same period of time.

Travel Dates & Location

Determines whether the traveler went to locations that were not authorized
on the matching authorization

Travel Modes Authorized

Verifies the Travel Modes on the voucher are the same that were used on
the Authorization.

Travel Modes

Verifies the Travel Mode entered on a document is a valid mode and also
check that it does not exceed the single threshold set in the Travel Mode
table.

Trip Duration

Checks a document for number of days in travel and will fail this audit if it
exceeds 30 days.

Trip Durationl

Checks a document for number of days in travel and will fail this audit if it
exceeds 365 days.

Trip Purpose Verifies the Trip Purpose entered on a document is a valid purpose for the
Trip Purpose table.
Trip Types Verifies the Trip Type entered on a document is a valid purpose for the

Trip Type table.

AUDIT TEST PROCESS NAME | DEFINITION MODULE

Approve by Travelerl Checks to see if the traveler stamped the document with EP
Approved,; if they have it will fail the audit

Approve by Traveler2 Checks to see if the traveler stamped the document with DP
Mgt Approved; if they have it will fail the audit

Approved by Traveler3 Checks to see if the traveler stamped the document with DP
Disburse; if they have it will fail the audit

Expense Categories Verifies that the total expense does not exceed the threshold DP
value set in the Expense Category table. Also verifies that
the expense category used is a valid entry.

Personal Info — Key Verifies that the First, Last and middle names, Charge Card DP
Setting, Work Hours, and Routing List entered on the
document match the travelers profile in the Traveler table.

Travel Expenses Verifies the expense enter on the local voucher does not DP
exceed the threshold set in the expense table.

12/23/02 TM V2.0

188



TRAVEL MANAGER PREPARER 8.0 COURSE

DOCUMENT NAMING

Naming convention assigned to a document when the Preparer creates document. In each
document name, the center ID and Organization is identified.

The naming convention follows: Center ID, - (hyphen), Organization Code, MM-DD of
departure date, State or Country destination. (Example- 10-CFA09-05CA)

DOCUMENT NUMBER

Travel Manager automatically assigns the document number or Authorization number. The
number assigned will consist of: Center ID, - (hyphen), Organization Code, One digit for fiscal
year, then a sequential number for number of documents for that Organization. (Example- 51-
156:100001)

STATUS CODES

Status codes or Stamps are designed to indicate what type of person assigned the document, base
on user type (approver, reviewer, preparer, etc) and/or condition (Foreign, First class, etc).

STATUS CODE FUNCTION
APPROVED Used by the Official Approver (final approver) on a
document
A TRAVEL AGENT Used by CI Travel to state they have reviewed and

confirmed the ticket items on the travel order. An email is
sent to the traveler after they stamp the document with this

stamp.
CANCELLED This stamp is used to cancel a trip and terminating routing
and the processing of the document.
CREATED This stamp indicates who created the documents. This

stamp is placed on the document by the software for
document history purposes.

DATA LINK This stamp indicates the document was been processed out
of travel Manager and now is a locked complete document.
This stamp is placed on the document by the software for
document history purposes.

MGT APPROVED This stamp is used by Organizational Managers when they
approve a document at the Organization level.

NASA CTO REVIEWED Foreign travel document in review process at the Central
Travel Office (CTO) at JSC.

NASA CTO DISBURSED Foreign travel document in payment process at the Central
Travel Office (CTO) at JSC.

PENDING This stamp is placed on the document by the software
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STATUS CODE FUNCTION
when a document during processing when an Audit is
failed. Pending documents will need to be reset by the
travel office before they can be corrected.
PROCESSED Used by the travel office technician when reviewing a
travel voucher or local claim document.
RETURNED This stamp is used when a document needs to be returned
to the person that prepared it so it can be modified.
REVIEWED Used by individuals that must review a document before
approval.
RESET COMPLETE DOC | This stamp is placed on a document by the software when
using the reset document function in Doc Prep Admin.
SIGNED The Preparer uses this stamp when a document is created
and signed to begin routing.
PERMISSION LEVELS
PERMISSION | PERMISSION ORG GRouP
USER TYPES LEVEL ACCESS ACCESS ACCESS | FUNCTIONS
LEVELS
Center ID
Traveler 0 0 + Org None Create documents for self, sign
Create documents for all
Center ID | travelers within group access,
Preparers / or Defined | add/modify traveler data,
Secretaries 1 0,1 Center ID Group add/modify/copy routing,
Reviews specific areas within
Center ID the document — conditional
Reviewers 2 0,2,3 + Org None router, can delegate authority
Mgt Reviewers 3 0,2,3 Center ID Reviews the travel orders and
+ Org None approves the travel
Approvers / 3 0,2,3 Center ID Authorizes travel and approves
Mgt Approvers + Org None all funding requested for travel
Center ID
Budget Analyst 4 0,2,4 + Org Center ID | Not used at LaRC at this time
Reviews entire travel package to
ensure travel is within
Finance Office / guidelines and processes
Travel Office 6 0-7 Center ID | Center ID | necessary funding
Permission access level 4
needed if using Budget module
CI Travel 7 0,3,7 Center ID | Center ID | Review authorization document
and stamp when travel package
is ready for pickup.
All functions with TM except
tables maintained by Agency,
Center reset and delete Complete &
Administrator 8 0-4,6,8 Center ID | Center ID | Locked documents
Agency Maintains all functions within
Administrator 9 0-9 All All ™
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USER PREFERENCES AND BROWSER SETUP

A. USER PREFERENCES

1. Click Setup, on the Tab Menu Toolbar at the top, after logging into Travel Manager.

Travel Manager will open a new window, called Setup, on top of the existing window.

2. Click the Admin link on the Tab Menu Toolbar of the new window.

3. Click the User Preferences link on the Document Toolbar on the left side of the page.
The User Preferences page is displayed.

Tables Reports
User:
Org Approver
[» ADMIN SETUP
[» Set Pazanord
[+ Set Signature
[» Delegate Autharity
¥ User Preferences
[+ Remeowe Edit Lodkes

[» System Prefarences

Rates Forms Close Help

User Preferences for org23app

Quick Tip
Update your user preferences and click Sawe.

Preferences

Tirne Forrnzt

Frotocol Host:
& aniem CProgress Services:
' 24 Hour @EQLNET Metwork:

Email Interface Protocol

Email Interface 7 other & Mane O mapt Tl @ gute

SMTF Address: IxﬁDD .mzfe.nasa.gov

I- Email Routing Motification

Other Preferences

'7 Pre-Audit before Sign

Main Style: ftms Test Stye Sheet |

Menu Style: Imenu

¥ Display Tips¥

I_ Vizual Assistance?

Administrative Setup

For this page you can:

Save | User Preferences

Close | without Saving

4. To improve response time if visual assistance is not required, verify that the check box

for Visual Assistance, located in the Other Preferences area, is blank. Checking the

Visual Assistance box will invoke a visual assistance tool, if one is installed.

5. Do not change any other settings.

6. Click the User Preferences button in the ‘For this page you can:’ area in the top

right.
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B. FORM SETUP

1. If the Setup window is not open, click Setup, on the Tab Menu Toolbar at the top, after
logging into Travel Manager. Travel Manager will start a new window on top of the
existing window, called Setup.

2. Click the Forms link on the Tab Menu Toolbar at the top. The Form Setup page is
displayed.

Setup - Netzcape

powered by . VA e

¢ ——c= /_Gelco = /L Gelen P
)

il e i T plac g
e ciiionr  Travel Maniager*s.0 Travel KATager 8.0 Geeo o me

Administrative Setup

Tables Reports Admin BRates Forms Close Help

disee Form Setup
) S Quick Tip For this Document you can:
[» FORM SETUP % ﬁl Forms Setup Updates
voucher @ Default  § Gowt+ Form © cont
Local Voucher & Crefault & Gowt+ Farm = Gont
Travel Athorizations Default (o Gawt+ Farm « Govt
Cash Advance @ Default  © Gowt+ Form ot © Hone

Group Authorization G Summary & Summary & Individual
[T Receipt Cheddist

I- ltinerary Listing

Attachments Document Print Names

¥ Document History 7 Blod of 5F1012
¥ sccounting Detail [ Blos2 of SF1164
¥ Frivacy Act " Blodzz of DD1GI0

[T Blosk 1 of 55887

3. Verify that the Forms Default radio buttons in the Forms area are filled in for ‘Default’
and the three attachments in the Attachments area are checked: Document History,
Accounting Detail, and Privacy Act. When these check boxes are checked, this
information is printed on the travel documents for the user.

4. Click the Forms Setup Updates button, in the For This Document You Can’
area in the top right, if changes were made. This saves any changes and closes the
window, or close the Setup window by clicking Close on the Tab Menu Toolbar.
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C. Internet Explorer 6.x Browser Settings

For best viewing results, follow these instructions to set format and print preferences.

BROWSER PARAMETERS
Each user must set the following browser parameters:
From the Tools menu, select Internet Options.
1. Inthe Temporary Internet Files area, click Settings.
Under Check for newer versions of stored pages, choose Every visit to the page.

3. Set the Amount of disk space to use slide bar to the lowest setting possible (usually
1% of your hard drive).

4. Click the |l" button.

Note: It is recommended that you check these settings each time you open Internet Explorer.
COLOR

1. From the Tools menu, select Internet Options.

2. Click the Colors. . . button at the bottom left corner.

To change the Font colors, click in the Use Windows colors check box to deselect it.

Text color: black
Background color: white
Visited Link color: red
Unvisited Link color: navy blue
“Use hover color” check box: not selected

3. Ifyou prefer to use Windows colors, click the Use Windows colors check box.
4. Click the |l" button in the Colors window.

5. Click the |1" button in the Internet Options window.
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REMOVE EDIT LOCKS

This section addresses the steps to remove edit locks from a document.

A. Discover Edit Locks Has Occurred

NOTE:

A user will normally discover a document has been locked when trying to either open an
existing document or review documents in the work queue.

1. On the Document Preparation page, click on the Open Existing Document link on
the Document Toolbar on the left side of the page.

Setup Reports  Logout Help Nnciiment Prenaratinn

User:

Juhn Doe
Traveler:

[# Create a Hew Document
[ Open Exigting Document
[ Feview D&Jmenis
[» Delete Documents

[# Copy Document

[» Impart Dasuments

2. One of the documents in the list to be reviewed has an asterisk in the In Use column,
indicating that the document is either in use or is locked.

Setup Reports  Logout Help Maciment Prenaratinn
User:
John Doe Traveler Listing (Open Document) | Document Search (Open Document)

Type ane or morne |etters of the travelers last

Traveler: % Quick Tip Document List

name and click Search. Then, click the Trawveler: John Dos
[> Create a New Document trawelers name to list all documents.
Type Cocument Name |Dep [
* Open Existing —
Document Enter Search Criteria B amveno 23-BA1Z-1Z0C MR [
[» Review Documents I% T |
I— rave 99-%#05-180C  06MS802 SIGNED *
[> Delate Documents Last Name Authaorizations %
[» Copy Dacument Documant Type |A|_|_ -I E Trawel 00-X¥06-08DC  OBOS0Z SIGNED
Authorizations
[ Import Documents S o ot f
Click on an entry @ Travel 99-x¥x03-020H 030202 ADJUSTEDR
Authorizations
Sesrch Results Pres 40 MNewxt 40 @
Travel 9000320 03022 SIGNED
Das, John O 122-33-0001 Autherizations
B Traver 99.XX03-22MA 030202 CREATED

Authorizations
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3. Click the Open Document icon in the Document Search (Open Document)
area on the right side of the page to open the document.

4. The Document Summary indicates the document is Edit Locked. This means the
document can be viewed only.

Setup Reports  Logout Help Nnarniment Prenaratinn
User: P . i
Document Summary for Travel Authorizations Edit Locked
TJohnIDoe % Quick Tip For this Document you can:
raveler: For zpecific infarmation, ¢lick on a Detailz link. You can sign and stamp your ; )
! Ent: L t
document from the Document Status section. %I AT BEEEn
Jdohn Doe
_— Cl Current Document
[ Trawel Authorizations: Trawvel Authorization gn wywannnqn il
99-¥X0E-120C Number
} Docurment Summa Trzvweler Detzils 122-33-0004, John Doe
Hocument SUMIMary
o Temiclan FPurpose Description & Days T training in Wash, DC & Annapaolis, kD
o [izEy tinerary Details WASHINGTON,DC 061802 - 06:20002
. ANHAPOLIS,MD 06:20/02 - 06:21:02
0 Vit Eie) e WASHINGTON,DC 06/21/02 - 06:22.02

5. Click the Current Document button in the For This Document You Can:
area in the top right.

B. REMOVE EDIT LOCKS

If a document has been Edit Locked, only the System Administrator or the person who
caused the Edit Lock to occur can remove the lock. Edit Lock occurs when a document with

unsaved changes is closed by any means other than by using the Current Document
button, in the For This Document You Can: area in the top right, or the Close Document
link on the Document Toolbar on the left side of the page.

NOTE:

It is good practice to always use the Current Document button and then either
open another document or click Logout on the Tab Menu Toolbar at the top of the page.

1. To remove an Edit Lock, click on the Setup link on the Tab Menu Toolbar at the top of
the page.
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Setup Reports Logout Help

ubi:

John Doe
Traveler:

[» Create a Hew Document
[» Open Existing Document
[» Review Documents

[» Delete Documents

[» Copy Document

[» Import Bocuments

Dnciiment Prenaratinn

2. The browser will launch a new window over the original window.

Setup pepo| Tables Reports Admin Rates Forms Close Help
User: User:

John Doe John Doe

Traveler:

[ TABLE SETUF

8 Cicate a Mo [ Audit Cheddists

[3| Open Existing [ Status Codes

[ Reviem Docum L Routing Lists
[ Delete Docums
[ Copy Documer

[ Import Docume

Administrative Setup
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3. Click the Admin link on the Tab Menu Toolbar at the top of the page. The Admin

Setup page is displayed.
Tables Reports  Admin Rates Forms Close Help Administrative Setup
User:
John Doe

[+ ADMIN SETUP

[» SetFazsaward

[» Set Zignature

[+ Delegate Authority
[ User Preferences
[+ Remove Edit Locks

[ System ferences

4. Click on the Remove Edit Locks link, on the Document Toolbar on the left side of
the page, to display the Edit Locks window.

5. Click the document name in the Edit Locks list.

Tables Reports  Admin Rates Forms  Close Help Administrative Setup

User: .
Edit Locks
John Doe Quick Tip For this page you can:
Click the document name to remowe an edit lock.
|} ADRMIN SETUP Close IEdit Locks

[+ Set Passward

[ Set Signature Edit Locks

[ Delegate Authority [3":":=urner|t Hame
Local Woucher 99-XX08-060U5 01/23/2002 4:52 P

[ User Preferences Trave| Autharizations QQ-%BJSDC 01/23/2002 206 PK

* Remouve Edit L ocks

[+ Swstem Freferences

6. The Remove Edit Locks page indicates the document lock has been removed.

Tables Reports  Admin Rates Forms Close Help Administrative Setup

User: Remove Edit Locks

John Doe Guick Tip For this page you can:
Click Close to return to the list of edit-locked documents.

[» ADMIN SETUP
[ Set Fassmord Document lock has been removed

Close IRemO\re Edit Locks

[+ Set Signature

[+ Delegate Autharity

[ User Preferences

¥ Remove Edit Locks

[ System Preferences

7. Click the Remove Edit Locks button in the ‘For this page you can:’ area in the
top right.
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8. The document does not appear on the Edit Locks list and is now unlocked.

Administrative Setup

Tables Reports  Admin Rates Forms Cloze Help
User: .
Edit Locks
John Doe

Quick Tip

Click the document name to remove an edit lock.

$

Edit Locks
Type

[> ADMIN SETUP
[+ Set Pazaword

[+ Set Signature

Document Hame
Qg9-XA08-06US

Delegate Authority
g Local Youcher

[ User Preferences

} Remove Edit L ocks

02302002

For this page you can:

Close IEdit Lodks

458 FM

9. Click the Edit Locks button in the ‘For this page you can:’ area in the top

right.

10. Click the Close link, on the Tab Menu Toolbar at the top of the Administrative Setup

page, to close the Setup page.

Setup Refl Tables Reports Admin Rates Forms  Close Help
User: User:
John Doe John Doe
Traveler:

[> ADMIN SETUF
[» Create a Ney [> Set Pasaward

[» Open Existin [» SetSignature

[+ Rewiew Doc, [> Delegate Authority

[> Delete Docu [ User Preferences

[> Copy Docum [» Femowe Edit Locks

[ Import Docul [» Svstem Preferences

Administrative Setup

11. Click the Open Existing Document link, on the Document Toolbar on the left side of
the page, to refresh the page. The document is now available for edit or review.

Setup _ Reports _ Logout  Help MNarmmeant Prenaratinn
User:
John Dae Traveler Listing (Open Document) | Document Search (Open Document)
R Quick Tip Document List
Type one ar more letters of the travelers last
John Doe name and elick Search. Then, click the Traweler: John Doe
[» Creatz aNew Document travelers name to list all documents. Toge
» Open Existing '
Document Enter Search Criteria B amenp 23-BA1Z-1ZDC HiA [
[ Review bocuments sthame [ @ E el 90-XX06-180C  OBMBM2 SIGNED
|> Delete Documents Authorizations
[> Copy Document Documant Type |A|_|_ -I E Trawel 00-CNE-0SDC  OBDSM0Z SIGNED
Authorizations
[ Impart Pocuments Traveler List B Travel 00-XX03-020H  O3M202 ADJUSTED
Authorizations
Search Result= Frew 40 Hext 40 @
Travel 00C03-120H 030202 SIGNED
Doe, John 122-33-0001 ﬁ:m”z‘“'“s
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